THE  LIBRARY 

OF 

THE  UNIVERSITY 
OF  CALIFORNIA 

LOS  ANGELES 

GIFT  OF 

©Iff  U.C.  UKraiy 


02.O 


BULLETIN  346 


Published  monthly  by  the 

New  York  State  Education  Department 


JUNB   1905 


New  York  State  Library 

MELVIL  DEWEY  Director 

Bulletin  95 
LIBRARY  SCHOOL  20 

LECTURE  OUTLINES  AND  PROBLEMS  2 


Accession  department 

Reading  list 537 

Order   section    routine,   New 

York  State  Library 543 

Abbreviations      for      pub- 
lishers     545 

Suggested   order    routine  for 

small  library 54? 

Stamping,  plating,  pocketing 

and  labeling 549 

Serials 55 1 

Serials  check  list  routine 555 

Annuals  check  list  routine  ...   565 

Gift  list  routine 569 

Gift  requests  and  acknowledg- 
ments     573 

Cataloguing 

Directions     for     cataloguers, 
New  York  State  Library. . .   575 

Name  list  abbreviations 579 

Cataloguing  unbound  pamph- 
lets    581 

Outline    of    elementary    cat- 
aloguing course 587 

Dictionary  cataloguing.  ...   587 

Classed  cataloguing 587 

Subject  headings 588 


Advanced  cataloguing 589 

Ten  codes    of    cataloguing 
rules     for     comparative 

study 589 

Twenty  points  to  be  noted 
in  comparative  study  of 

cataloguing  rules 589 

Classification 

Practice    work,     New     York 

State  Library  School 591 

Binding 
Binding   routine,   New  York 

State  Library 593 

Suggested  binding  routine  for 

small  library 597 

Rules  and  specifications 599 

Shelf  department 

Reading  list 609 

Exercise    in    assigning    book 

numbers 611 

Biscoe  time  numbers 623 

Lower   case  letters  in    book 

numbers 627 

Book    numbers     for     special 

author  library 629 

Shakspere  scheme 629 

Clippings 

Arrangement  of  clippings .  .    63 1 
Index 633 


ALBANY 

NEW    YORK    STATE    EDUCATION    DEPARTMENT 

1905 
L««om-Fs-iooo 


Price  15  cents 


STATE  OF  NEW  YORK 
EDUCATION  DEPARTMENT 

Regents  of  the  University 
With  years  when  terms  expire 

1913  WHITELAW  REID  M.A.  LL.D.  Chancellor    .     .    .    New  York 

1906  Si  '  cKELWAV  .M.A.  L.11.I).  LL.D.  D.C.L. 

Vice  Chancellor Brooklyn 

1908  DANIEL  BEACH  Ph.D.  LL.D Watkins 

1914  PLINY  T.  SEXTON  LL.D Palmyra 

1912  T.  GUILFORD  SMITH  M.A.  C.E.  LL.D Buffalo 

1907  WILLIAM  NOTTINGHAM  M.A.  Ph.D.  LL.D.      .     .     Syracuse 

1910  CHARLES  A.  GARDINER  Ph.D.  L.H.D.  LL.D.  D.C.L.  New  York 

1915  CHARLES  S.  FRANCIS  B.S Troy 

1911  EDWARD  LAUTERBACH  M.A New  York 

1909  EUGENE  A.  PHILBIN  LL.B.  LL.D New  York 

1916  LUCIAN  L.  SHBDDEN  LL.  B Plattsburg 

Commi8sionei\of  Education 

ANDREW  S.  DRAPBR  LL.D. 

Assistant   Commissioners 

HOWARD  J.  ROGERS  M.A.  LL.D.  First  Assistant  Commissioner 
EDWARD  J.  GOODWIN  Lit.D.  Second  Assistant  Commissioner 
AUGUSTUS  S.  DOWNING  M.A.  Third  Assistant  Commissioner 

Secretary  to  the  Commissioner 

HARLAN  H.  HORNER  B.A. 

Director  of  Libraries  and  Home  Education 

MELVIL  DEWEY  LL.D. 

Director  of  Science  and  State  Museum 

JOHN  M.  CLARKE  LL.D. 

Chiefs  of  Divisions 

Accounts,  WILLIAM  MASON 
Attendance,  JAMES  D.  SULLIVAN 

•.uminati'iiis.  CIIAKI.KS  F.  WIIKKI.OCK  B.S.  LL.D. 
Inspections,  FRANK  H.  WOOD  M.A. 
Law,  THOMAS  E.  FINEGAN  M.A. 
Records,  CHARLES  E.  FITCH  L.H.D. 
Statistics,  HIRAM  C.  CASK 


New  York  State  Education  Department 


New  York  State  Library 

MELVIL  DEWEY  Director 

Bulletin  95 
LIBRARY  SCHOOL  20 

LECTURE  OUTLINES  AND  PROBLEMS   2 

PREFACE 

This  bullet  in,  like  Lecture  Outlines  and  Problems  i  (Library  School 
bulletin  12)  is  made  up  of  new  editions  of  miscellaneous  lecture 
outlines,  problems  and  routines  originally  stenciled  or  printed 
separately  for  use  of  the  State  Library  School.  To  provide  for 
dissecting  and  filing  by  subject  the  material  relating  to  each 
course  begins  on  a  separate  leaf. 

MELVIL  DEWEY 
Albany,  Mar.  i,  1905 
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025.2  ACCESSION  DEPARTMENT 

READING  LIST 

*prefixed  to  topic  or  article  indicates  required  reading. 
Call  number  for  Library  Journal  (L.  J.)  020.5  L6i5;  for  Public  Libraries 
(P.  L.)  020.5  Pg6;   for  Publishers'  Weekly,  015.73  Pg6. 

General 

J&93  *  Jones.  Accession  Department.  American  Library  Asso- 
ciation. Papers  prepared  for  its  Annual  Meeting,  1^93, 
p.  809-26.  020  Am3i 

Note  bibliography. 

1895     Sharp.     Library  Recipes.  Lib.  Notes,  4:  205-23. 

020.5     L6n 
*"  Plating"  and  "Uncut  edges"  required. 

1898  Macfarlane.     Library  Administration,  p. 44-77,  Acquisition 

of  Books.  020.2     Mi6 

Book  buying 

1889     Green  &  others.     How  We  Choose  and   Buy  New   Books. 

L.J.I4:  336-39 
1897     *  Lemcke.     The  Librarian  and  the  Importer. 

L.J.22:Ci2-i6  or  P. L. 2:443-46,   487-89 

1899  *  Orr.     Book  Buying  and  Trade  Bibliographies. 

P.L-4  '345 — 49 

1903     *  Dana.     Library    Primer,    ed.3,  p. 63-68,    Buying    Books. 

020. 2     0191 

*  Underbill.     Book  Ordering  and  Buying.         P. L. 8 1142-44 

*  Andrews.     Acquisition  of  Books.  P. L. 8 1195-202 

Net  prices 

i  1901     *  Plan  of  the  American  Publishers'   Association. 

Pub.  Weekly,  v. 59^1^.525-26 

Palmer.     Relationship  of   Publishers,   Booksellers   and   Li- 
brarians. L.J.26:C3i-37 
Followed  by  discussion,  p.Ci34~40. 

Book  Costs  and  Net  Prices.     Pub.  Weekly,  v.6o,pt2,p. 946-47 
1902     *  Dewey.     Libraries   and    Net    Prices. 

Pub.  Weekly,  v.6i,pti,p.57-58 

*  Net  Prices  for  Books;  Massachusetts  Library  Club  com- 
mittee. V77412  L.J.27 125-27 
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Net   Prices  and   Public   Libraries. 

Pub.   Weekly,   v.6i,  pti,p.8oi-a 

Report  of  Atlantic  City  meeting  of  Pennsylvania  Library  Club 
and  New  Jersey  Library  Association. 
Scribner  letter  on  p.  800. 

Net  Price  Question.  L.J.  27  1203 

Massachusetts  Library  Club  on  Scribner  letter. 
*  American  Library  Association  —  Relations  of  libraries  to 
the  book  trade,  Committee  on.     Report. 


Followed  by  discussion,  p.Ci43~47. 
For  resolution,  see  p.Ci7x. 

X9°3     --  [Report  of  Meeting,  Jan.  20]  L.J.  28:67 

Includes  action  of  American  Publishers'  Association  refusing 
increased  discount. 

Daniels.     Net  Price  System  in  Operation.         P.  L.  8  154-55 
Amended   Plan  of  the  American   Publishers'   Association. 

Pub.  Weekly,  v.63,pti,p.724 

*  American  Library  Association  —  Relations  of  libraries  to 
the  book  trade,  Committee  on.     Report. 

L.J.  28:Ci34-35  or  L.J.28:i76~77  or  P.L.8:262-63 

Report  was  followed  by  discussion,  L.J.  28^135-50,  in  which 
Mr  Zimmerman's  paper,  p.  C  136-40,  was  based  on  that  in  P.  L. 
8:220-23,  and  Mr  Hopkins's  remarks,  p.Ci44-46,  followed  the 
line  of  his  article  in  P.  L.  8:274-75.  Miss  Hazeltine's  paper, 
p.Ci42-43,  with  a  brief  report  of  the  whole  discussion,  is  given  in 
P.L.8:348-So. 

Vote  of  A.  L.  A.  council  in  L.J.  28:  C22S. 

1904     *  Book  Prices  and  Costs:  Net  Prices  and  Libraries. 

Pub.  Weekly,  v.  65^1^.637-40 
Good  summary  of  case. 

Public  Libraries  and  the  Sale  of  Books.         L.J.  29:243-47 
Opinions  as  to  whether  libraries  help  or  hinder  sales  to  individual!. 

*  American  Publishers'  Association  Amends  its  Plan  [Ap. 
i,  1904].  Pub.  Weekly,  v.65,pt2,p.895 

See  also  Bulletins  of  the  A.  L.  A.  committee  on  book  prices,  1903-4, 
published  in  Library  Journal  and  Public  Libraries. 

*  Collation 

1876     Collation  of  Books.  L.J.  1:133-34 

Discussion. 
1893     Collation.  LJ.i8:Csi 

Discussion. 
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Marks  of  ownership 

1886     Dewey.     Embossing  Stamp.    Lib,  Notes,  i  -.26-21.  °2°-5  L6n 

1903     Library     Bureau.       Library    Catalog,     p.  174,     Perforating 

Stamp.  029.2  qL6i 

*  Book  plates 

1886     Dewey.     Book  Plates.  Lib.  Notes  1:23-25.  020.5  L6n 

1902  Kent.     Library  Book  Plates.  L.J.  27  1932-34 

1903  Hackley.     Book  Plate  for  a  Public  Library.     L.J.  28:297-98 

*Disposal  of  duplicates 

1880     Dewey  &  Bowker.     Clearing-house  for  Duplicates. 

L.J.s:2i6-i7 

1893  Jones.  Disposal  of  Duplicates.  American  Library  Asso- 
ciation. Papers  prepared  for  its  Annual  Meeting,  1893, 
p.  818-19.  020  Anrji 

Lane,  Dewey  &  Hosmer.     Private  Sale  of  Duplicates. 

L.J.i8:C5o-5i 

1898     Dewey.     Duplicate   Clearing   House.  P.  L.  3:255-56 

1900     U.  S.  —  Documents,  Sup't  of.     Sixth  Annual  Report,  p.  5-6, 

Exchanges  with  Libraries.  655.59 

*  Weeding  a  library 

1893     Green.     Adaptation  of  Libraries  to   Constituencies. 

L.J.  18:219-20 

Followed  by  discussion,  p.Ci8-22. 

1902     Eliot.     Living  Books  and  Dead.  L.J.  27  ^56-57 

Foster.     Pres.   Eliot  and  Discrimination  in  Books. 

L.J.  27:258-60 

Eliot.     Division  of  a  Library  into  Books  in  Use  and  Books 
Not  in  Use.  L.J.  27  £51-56 

Copyright 

1895     *  Ranck.     Need  of  Additional  Copyright  Depositories. 


1898  *  American  Library  Association  —  Public  documents,  Com- 
mittee on.  [Report  on  Mr  Ranck's  plan]. 

L.J.23:Cr  18-19 

1900  U.  S.  —  Congress.  Copyright  Law  of  the  United  States,  in 
force  July  1900.  (U.  S.  —  Copyrights,  Office  of  the 
register  of.  Bulletin  i)  ^55-^73 
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1901  U.  S. — Labor,   Dep't  of.      Report   on   the    Effect   of    the 

International   Copyright   Law  in   the   United  States;  by 

C.  D.  Wright.  655.63     Qi 

*  Solberg.     Book  Copyright.  L. 5.26^24-31 

1902  *  Putnam.     Copyright  Procedure;  some  Misapprehensions. 

Critic,   40:57-62.     051     C86 

1903  Copyright  Improvement.        Nation,  76:348-49.     071  qN2i 

1904  U.  S. — Library  of  Congress.     Report,  p. 136-55.     027.573  A 

Distribution  of  government  publications 

1894  U.  S. — Documents,  Sup't  of.     Special  Report  Relative  to 

Public  Documents,  by  J:  G.  Ames.  655.59     P4 

1895  *  -      -  First  Annual  Report,  p. 7-1 4,  Distribution  to  Libra- 

ries. 655.59 

1896  -  First  Draft  of  Proposed  Bill  to  Simplify  Methods  of 
Publication  of   Public   Documents   furnished   to   Depos- 
itory Libraries.  655.59     ^6 

1898     *  -      -  Fourth  Annual  Report,  p. 8-13,  Designated  Deposi- 
tories;    Document  Reform.  655.59 

1901  *  -     -  Seventh   Annual   Report,   p. 7-12.  655.59 

1902  *  -      -  Eighth  Annual  Report,  p. 6-9,  Amendments  to  the 

Printing  Laws.  655.59 

See  also  Ninth  Annual  Report,  p. 4. 

For  list  of  designated  depository  libraries,  see  latest   report  of 
superintendent  of  documents. 

*  Accession  book 

1878  Winsor.  Shelf-lists  vs  Accession  Catalogues.  L.J.3:247~48 
Poole.  Shelf-lists  vs  Accession  Catalogues.  L.J.3:324~26 
Perkins  &  Dewey.  Accession  Catalogue  again. 

LJ-3  =336-38 

1893     Accession  Book.  L.J.  18^51-5  2 

Discussion  including  description  of  the  Harvard  plan. 

1898  Dewey.     Simplified  Library  School  Rules,  p. 47-5 2,  Simpli- 

fied Accession  Rules.  025  qD5i3 
See  also  sample  sheet.         » 

1899  -  Library    School     Rules,  ed.4,     p. 47-49,    A.  L.    A. 
Standard  Accession-book.  025  qDsi4 

For  sample  sheet  of  Co.ndensed  Accession  Book  see  after  p.  57. 
1902     Minnesota — State    Library    Commission.     Hand    Book    of 
Library  Organization ;  comp.  by  the  library  commissions 
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of  Minnesota,   Iowa  and  Wisconsin,  p. 37-38,   Accession 
Record.  020.2     M66 

1903  Underbill.     Accessioning.  P.L.8: 147-48 
Weitenkampf.     The  Accession  Book — Why?    LJ. 28 -.295-97 

Outline  of  discussion  following  this  paper  given  in  L.J.28:25i. 
Bliss.     Economy  in  Accession  Records.  LJ. 28 17 11-13 

Hall.     Classified  and  Condensed  Accession   Record. 

LJ.  28:830-3  2 

1904  Bliss.     Accession  Records  again.  LJ. 29 119-20 
Dewey.     Accession  Book.  P. L. 9 1281 

*  Replacements 
1896     Steiner  &  Ranck.     Replacements.  LJ. 21 1397-406 
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025.2  ACCESSION  DEPARTMENT 
ORDER  SECTION  ROUTINE,  NEW  YORK  STATE  LIBRARY 

1  Order  slips  made  out  by  reader  or  librarian  and  sent  to  acces- 
sion department.' 

2  Order  slips  submitted  to  book  board. 

3  Catalogues  and  receipt  index  consulted;    initials  of  collator 
on  order  slip  under  "Not  in  library." 

4  Order  index  consulted;    initials  of  order  clerk  on  order  slip 
under  "Not  now  ordered." 

Rejected  slips  should  be  returned  to  recommender  with  brief  reason 
for  nonapproval;  e.  g.  the  word  "  Not  "  canceled  in  "  Not  now 
ordered." 

5  Order  slips  verified  and  necessary  facts  added,  including  de- 
partment to  which  charged  if  other  than  gerteral  library. 

6  Order  slips  sorted  for  regular  American  and  foreign  agents 
and  for  miscellaneous  orders. 

7  Order  number  next  in  succession  to  last  number  on  order 
sheets  written  or  stamped  on  slips  under  "Order  no." 

Order  sheets,  with  outstanding  orders,  for  American  agent,  foreign 
agent  and  miscellaneous  orders  are  kept  in  separate  binders,  consecu- 
tive blocks  of  numbers  being  assigned  to  each  in  advance;  e.  g. 
1000-2000  Baker  &  Taylor,  3000-4000  Stechert,  5000-6000  Mis- 
cellaneous. 

8  Order  number,  author,  short  title,  series  or  edition,  number 
of  volumes  (if   more  than  i),  place,  publisher,  date  and  price 
typewritten  on  order  sheet,  with  duplicate  carbon  copy. 

1  One  order  number  is  assigned  to  a  set,  regardless  of  the  number 
of  volumes  or  copies. 

2  Edition  is  given  only  when  special  edition  is  wanted;   if  not 
specified  agent  is  expected  to  send  latest. 

3  Place  is  omitted  for  well  known  publishers;    for  little  known 
publishers  street  address  is  included  if  at  hand. 

4  Fuller  form  of  publisher's  name  is  used  on  order  sheet  than  is 
generally  given  on  order   slip,  e.  g.  Appleton  on  order  sheet,  Ap  on 
order  slip. 

5  Date  may  be  omitted  if  book  is  known  to  be  on  current  trade 
list,  otherwise  is  given  if  known. 

6  If  more  than  i  copy  is  wanted  number  is  inserted  before  order 
number,  e.  g.  2  cop. 

9  Order  sheet  submitted  to  director. 

10     Order  sheet  sent  to  agent  and  copy  filed  by  order  number  in 
binder. 

At  the  close  of  each  month  statistics  of  orders  sent  are  made  out 
from  order  sheets. 
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ii     Date  of  sending  stamped  under  "Ordered"    on  order  slips. 
i a     Agent's  name  stamped  under  "Of"  on  order  slips. 

13  Order  slips  alphabeted  in  order  index. 

14  Bill    with    duplicate    received    by    order    clerk.      Duplicate 
stamped. 

15  Boxes  of  books  opened  by  janitor  after  bill  is  received. 

1 6  Books  arranged  in  order  of  bill  by  order  clerk  and  any  errors 
noted  on  margin  of  bill. 

17  Order  slips  taken  from  order  index  by  clerk. 

18  Date  of  receipt  stamped  under  "Received  "  on  order  slips. 

19  Cost  price  written  under  "Cost  "  on  order  slips.     Price  veri- 
fied. 

20  Books  compared  with   order  slips  and  entered  in  accession 
book. 

ai  Date,  source  and  cost  in  cents  penciled  in  books  on  inner 
margin  of  first  recto  after  title-page;  e.  g.  6Jao5  B&T  167. 

22  Accession  number  stamped  on  books  on  lower  margin  of  first 
recto  after  title-page,  on  order  slips  under  "Accession  no."  and 
before  first  and  last  items  on  bill. 

23  Private  mark  put  in  books.     See  Library  School  Card  Catalog 
Rules,  oc. 

24  Filled  orders  checked  on  order  sheet  from  order  slips,  which 
are  then  arranged  by  date  of  receipt   and  counted   for  sta- 
tistics. 

25  Order  slips  alphabeted  in  receipt  index. 

26  Order  sheets  on  which  all  orders  are  filled  taken  from  binder 
and  filed  in  drawer. 

27  Books  sent  to  page  for  plating  and  perforating. 
280  Footing  of  bill  verified. 

6  Notice  of  all  errors  sent  to  agent. 

On  receipt  of  answer  corrections  are  made  on  both  copies  of  bill. 
c  Initials  of  order  clerk  put  on  stamped  bill  after  "Received" 

to  "Prices." 
d  Initials  of  department  for  which  books  were  ordered  after 

"Charge.1' 

29  Stamped  bill  approved  by  director  and  sent  with  copy  i  to 
cashier,  paid  and  copy  i  sent  to  comptroller  with  monthly 
vouchers. 
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Abbreviations  for  publishers 

Some  of  the  most  common  abbreviations  for  publishers'  names 
for  use  on  order  slips  and  in  accession  book  in  New  York  State 
Library : 

American  Book  Co.  Lip 


Am  bk 

Ap 

B  &T 

Cent 

Harp 

Ho 


Appleton 
Baker  &  Taylor 
Century 
Harper  &  Bros. 
Houghton 


Lippincott 
Longm    Longmans 
Macm     Macmillan 
Put          Putnam 
Scrib        Scribner 
St  Stechert 


For  fuller  list  of  abbreviations  see  A.L.A.  Catalog,  1904,  p.  13-21. 
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025.2  ACCESSION  DEPARTMENT 
SUGGESTED  ORDER  ROUTINE  FOR  SMALL  LIBRARY 

Basis :  Library  adding  about  200  volumes  a  year  and  ordering  once  a 
month. 

1  Order  slips  made  out  by  reader  or  librarian. 

2  Be  sure  that  book  is  not  now  in  library  or  not  already  ordered. 

3  Verify  order  slips  and  fill  out  if  necessary.     Order  slip  should 
always  bear  author,  title,  publisher  and  price;    also  date    if 
easily  found. 

4  Submit  order  slips  to  book  committee  for  approval. 

5  Alphabet  order  slips  and  copy  on  order  sheet  for  agent,  giving 
in  every  case  items  named  in  no.  3  and  such  other  information 
as  may  be  necessary  or  desirable. 

6  Write  or  stamp  date  of  sending  under  "Ordered"  on  order 
slips.     If  library  has  more   than  one   agent,   agent's   name 
must  go  on  slip. 

7  Keep  order  slips  together  till  package  is  received. 

8  Compare  books  received  with  bill  and  note  any  errors. 

9  Compare  books  with  order  slips,  verify  prices  and  enter  books 
in  accession  book. 

10  Write  accession  number  on  book  on  lower  margin  of  first  recto 
after  title-page. 

11  Verify  footing  of  bill. 

12  Notify  agent  if  there  are  any  errors,  otherwise  certify   bill 
with  initials. 

13  File  slips  for  books  not  received  in  order  index.     File  or  des- 
troy slips  for  books  received. 

14  Plate,  pocket  and  stamp  books. 
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025.2  ACCESSION  DEPARTMENT 

STAMPING,   PLATING,   POCKETING  AND   LABELING, 
NEW  YORK  STATE  LIBRARY 

i  Stamping 

Position,     a  Stamp  each  full   title-page  in  every  book  on  upper 

right  corner. 
b  Stamp  first  page  of  text  proper   (i.  e.  matter  after  preface 

or  introduction)  in  upper  right  corner.     When  possible  avoid 

perforating  text  on  verso  as  it  makes  it  illegible. 
c  Stamp  all  plates  and  maps  not  included  in  the  paging.     Do 

not  stamp  illustrations  included  in  the  text. 
d  On  plates,  portraits,  etc.  stamp  the  margin  and  sometimes 

a  little  of  the  picture,  but  take  great  care  not  to  disfigure 

the  picture  by  stamping  on  an  important  part ;  e.  g.  the  face 

of  a  portrait,  or  plates  in  scientific  books. 

1  When  an  embossing  stamp  is  used  and  there  are  many  plates, 
maps  etc.  in  a  volume,  emboss  at  different  distances  from  top  of 
page  to  avoid  thickening  book  at  one  point. 

2  If  plates   are   so   numerous  that  embossing  will  swell  the  book 
materially,  or  if  plates  are  on  too  heavy  paper  for  perforating  or 
embossing  stamp,  use  ink  stamp  (small  type)  on  face  of  plate. 
Be   careful   to  let  ink  dry  before  closing  book  or  letting  other 
leaves  touch  ink. 

e  Always  be  careful  to  have  stamp  parallel  with  printed  lines 
and  edge  of  leaf. 

2  Plating 

a    General,     (i)  Unbound  books  are  not  plated  or  cut. 

(2)  If  there  is  no  book  plate  in  book  look  on  first  recto  after 
title-page  to  see  if  book  is  gift.  If  so  use  gift  book  plate,  if 
not  use  ordinary  book  plate. 

b  Position.  Paste  plate  squarely  in  middle  of  inside  of  front 
cover.  But  if  this  space  is  occupied  by  another  book  plate, 
autograph,  or  matter  of  value,  place  the  plate  above  or  below. 
If  there  is  not  blank  space  enough  for  the  plate,  paste  its  edge 
on  the  inside  edge  of  the  cover  so  that  it  can  be  lifted  to  read 
what  is  covered. 

c  Method,  (i)  Cover  back  of  plate  thoroughly  with  paste,  but 
take  care  not  to  get  any  on  the  face. 

(2)  After  plate  is  in  place  rub  down  carefully  with  a  clean 
cloth,  seeing  that  the  edges  of  the  plate  are  pasted  firmly  and 
smoothing  out  wrinkles  or  "blisters." 
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3  Pocketing 

If  Acme  book  pocket  is  used,  paste  it  in  middle  of  inside  of  back 
cover,  with  opening  toward  inner  edge. 

4  Labeling 

a     Form,     (i)     For  pamphlet  binders  use  5x7 $  cm  blue  tinted 

labels. 

(a)  For  traveling   libraries  use  ^  inch  printed,  gummed  Van 
Everen  numbers. 

(3)  For  special  libraries  of  Home  Education  use  Dennison's 
gummed  labels,  no.   123    (blue);    for  extension  collection, 
no.  217   (red). 

(4)  Other  books  are  gilded. 

b  Position,  (i)  On  backs  of  books:  (a)  octavo  series,  place 
upper  edge  of  label  or  top  of  Van  Everen  number  5  cm 
from  bottom  of  book;  (6)  quarto  and  folio  series,  place 
lower  edge  of  label  or  bottom  of  Van  Everen  number  5  cm 
from  top  of  book;  (c)  books  shelved  on  their  sides,  place 
label  lengthwise,  the  right  end  5  cm  from  top  of  book. 

(2)  When  a  book  is  too  thin  to  take  the  label  across  the  back, 
place  it  at  same  hight  on  front  cover  near  back. 

(3)  Label  all  pamphlet  binders    (5x7$  cm     labels)   on  front 
cover  near  back. 

(4)  For  binders:    (a)  octavo  series,  place  lower  edge  of  label 
5  cm  from  bottom  of  book;  (6)    quarto  and  folio  series, 
place  upper  edge  of  label  5  cm  from  top  of  book. 

(5)  To  secure  uniformity  of  position  use  a  notched  pasteboard 
measure. 

c     Method,     (i)  Moisten  entire  surface  of  label  but  avoid  rubbing 

on  sponge  as  it  removes  the  gum. 

(2)  Press  labels  -firmly  on  the  binding,  using  a  clean  cloth  to 
avoid  soiling  with  fingers.  Do  not  rub  in  pressing,  unless 
a  paper  is  laid  over  label  so  it  will  not  be  soiled  or  moved 
by  the  rubbing. 

When    necessary   to    remove    grease    or   glaze,    brush    book   with 
ammonia  and  apply  label  as  above. 
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025.2     ACCESSION  DEPARTMENT 

SERIALS,    NEW   YORK   STATE    LIBRARY 

i  Definition 

"A  serial  is  a  publication  issued  in  successive  parts,  usually  at 
regular  intervals,  and  continued  indefinitely." 

2  Most  used  price  lists  of  serials 

For  fuller  list  of  bibliographies  of  serials  see  Bibliography  bulletin    36 
Selection  of  Cataloguers  Reference  Books,  1903,  p.  380-94. 
a     American:    American  Newspaper  Directory.  Rowell  $10 

Annual. 
6     English:    Willing's  Press  Guide.  Willing  is 

Annual; 
c     German:    Deutscher  Journal-Katalog.  Schulze  1.75  m 

Annual. 

d     French:   Annuaire  de  la  p.resse  francaise  et  du  monde  politique. 

Flammarion  i5fr 

3  Agents 

a     Abram  De  Blaey,  52  State  st.  Albany 

b     Gustav  E.  Stechert,  9  E.  i6th  st.  New  York 

4  Ordering 

a     Order  through  agent. 

See   Lemcke,  The  Librarian  and  the   Importer,  Library  Journal,   Oct. 

1897,  22:013-14  or  Public  Libraries,  Nov.  1897,  2:444-46. 
b     Order  to  expire  at  one  date;  i.  e.  end  of  calendar  year. 
c     Order  to  begin  volume  or  set. 

5  Receipt 

a     Open  mail. 

b  Alphabet  serials,  separating  them  from  gift  annuals  and  bien- 
nials and  pamphlets  not  serial.  Alphabet  dailies  separately. 

c  See  that  serials  received  regularly  are  addressed  to  department, 
not  to  individual,  as  in  sample  postcard  following. 
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Reduced  from  7^x1  a)  cm 



New  York  State  Library  Serials  section 

Amateur  sportsman 
now  addressed     A.  L.  Bailey,  State  library,  Albany  N.  Y. 

should  be  addressed  Serials  section 

State  Library 

Albany  N.  Y. 

Please  make  the  change. 

MELVIL  DEWEY  Director 

by  G.  A.  W. 
Albany,  9  F  1905 


6     Record 

Each  morning  record  receipt  of  all  serials  and  gifts. 
a     Enter  all   serials,   except   annuals   and   biennials   received   by 

gift,   on  serials  check   list  on   sheets.     See   Serials   check   list 

routine,  p.  555. 
6     Enter  on  cards  all   gifts,  including  gifts  for  education  section 

and  gift  annuals  and  biennials.     See  Gift  list  routine,  p.    569. 

Gift  serials  entered  on  serials  check  list  are  recorded  in  gift  list  once  a 

year.     See  Gift  list  routine,  no.  4. 
c     Also  enter  current  gift  annuals  and  biennials  on  annuals  check 

list  on  cards.     See  Annuals  check  list  routine,  p.  565. 

List  of  education  annuals  and  biennials  is  kept  in  education  section. 

7     Shelving 

a  File  alphabetically  all  current  serials  except  annuals  and  bien- 
nials. See  note  on  serials  sheet,  of  section  to  which  serial 
belongs,  also  location  sheet  of  current  periodicals  bulletined  in 
room  55;  e.  g.  medical  serials,  room  33;  library  economy, 
room  56;  etc. 

6  Send  annuals  and  biennials  on  serials  check  list,  bound  or  to 
be  bound  separately,  to  accession  clerk,  with  call  number,  for 
accessioning;  send  others  to  shelf  department  to  file  in  their 
regular  places  on  shelves  till  volume  is  ready  for  binding.  For 
gift  annuals  and  biennials  see  Annuals  check  list  routine. 
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8    Completion  of  sets 

a  Consult  secondhand  dealers'  catalogues. 

b  Send  to  Boston  Book  Co.,  83-91  Francis  st.  Boston,  to 

Gustav  E.  Stechert,  9  E.    i6th  st.  New   York,  and  to  A.    S. 

Clark,  Peekskill  N.  Y.  for  odd  numbers. 
c .  Send  request  blank  for  gifts. 

i  j  9    Duplicates 

a     Send  to  duplicate  collection  for  sale  or  exchange. 
b     Sell  unimportant  material  as  waste  paper. 


LECTURE    OUTLINES    AND    PROBLEMS    2  555 


025.2    ACCESSION    DEPARTMENT 

SERIALS    CHECK    LIST    ROUTINE,    NEW    YORK    STATE 

LIBRARY 

1  Scope 

Alphabetic  serials  check  list  on  sheets  includes  all  serials  except 
annuals,  biennials  etc.  received  by  gift. 
In  the  following  directions  the  word  annuals  is  used  to  include  biennials  etc. 

2  Form 

Enter  each  serial  on  a  separate  sheet,  dailies  on  L.  B.  day  blanks, 
other  serials  on  special  serials  sheet.      See  samples  following. 
If  serial  belongs  to  special  section,  abbreviation  for  section  is  written  in 
red  above  "Year,"  e.  g.  "M"    (medical  library).       Dailies  are  kept  in  a 
separate  book. 

•  The  special  serials  sheets  are  modeled  after  those  of  the  John  Crerar 
Library,  Chicago.  Each  sheet,  containing  26  lines,  is  asxzocm,  the 
left  margin  being  covered  by  a  punched  linen  hinge  3 cm  wide,  of 
which  i  cm  laps  over  on  sheet.  The  sheets  are  fastened  in  Common- 
sense  binders.  The  back  of  the  sheet  furnishes  a  convenient  record  of 
volumes  of  the  set  in  the  bindery. 
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Serials  sheet:  monthly 

Reduced  from 

FRONT 


Title 
Scribner's  magazine 

Call  no. 

051 

Scrj 

Issues    vol.  a  year     Vol.  begins    Place           Publisher     Size 

:•'                            J535av 
Monthly  £2         Ja  &  Jl     N.  Y.     Scribner's  Sons   0 

Yearly  subscription     Ordered  of                 Remarks 
2.65               De  Blaey 

v.  J5.no.  1-4 

Year 
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Serials  sheet:  monthly 

(Reduced  from  zsxaocm 
BACK 


Biadirg  reccrd 
Title 

Scribner's  magazine 

Vol. 
.  no. 

Binding 
no. 

Sent 

to 

Ret'd 

Vol. 
no. 

Binding 
no. 

Sent     |to 

Ret'd 

14  Ja  01 
10  S  01 

28 
29 

IQ986 

21700 

15  Ja  01 
ii  S  ot 

i  F  oi 
ziOoi 

• 

, 

Wrote 

For 

Rec'd 

20  Ag    01 

v-30,  no.  2 

25  /lg  oi 

-"- 

— 

5S» 
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Serials  sheet:  weekly 

Reduced  from  asxaocm 


Title 

Harper's  weekly 

Call  no. 

077 

Issues     vol.  a  year     Vol.  begins         Place                Publisher      Size 

Franklin  sq. 

Weekly       I                Ja             N.  Y.        Harper  &  Bro.  F4 

Yearly  subscription      Ordered  of             Remarks 

4                St  loDgg 

Year 

Jan. 

Feb. 

Mar. 

Ap. 

May 

June 

July 

Aug. 

Sep. 

Oct. 

Nov. 

Dec. 

V.44 
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».45 
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3398 
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Indfx  v.44 

at  Ja  ot 

300 

4 

— 

I 

5 
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4 
Serials  sheet:  daily 

Reduced  from  25x20001 
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Pd  De  Blaey  $is  ija  95 
New  York  tribune 

Jan. 

Feb. 

Mar. 

Ap. 

May 

June 

July 

Aug. 

Sep. 

Oct. 

Nov. 

Dec. 





o 
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4 
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v.S4 
17579 
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17 
18 
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23 
24 

25 
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3 



o 

26 

11 

29 

3° 

4 

5 
6 

7 

3' 

9 

3  Gifts 

a  In  case  of  gifts  other  than  dailies,  insert  o  (naught)  under 
"Yearly  subscription  "  and  usually  name  and  address  of 
giver  under  "Ordered  of,"  drawing  line  through  "Ordered." 

b  If  given  by  publisher  write  the  name  under  "Publisher  "and 
insert  abbreviation  "Pub."  under  "Ordered  of." 

c  For  dailies  add  name  and,  if  necessary,  address  of  giver,  in 
upper  right  corner  of  sheet. 

4  Acknowledgments 

Send  post  card  acknowledgment  at  end  of  fiscal  year,  verifying 
address  if  doubtful. 

5  Subscription  serials 

a    When  bill   is   received,  add  "Pd,"  amount,  date  of  bill   and 
year  covered,  in  lower   left  corner  of  sheet.     See   sample   for 
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Scribner's   Magazine.     Verify   list   and    discount  prices  before 
certifying  bill. 

6  For  weeklies  add  "Pd,"  amount,  and  date  of  bill  in  fmt 
column  under  year  covered.  See  sample  for  Harper's  Weekly. 

c  For  dailies  add  same  facts  with  name  of  person  from  whom 
ordered  in  upper  right  corner  of  sheet.  See  sample  for  New 
York  Tribune. 

6  Earlier  volumes 

Keep  record  of  earlier  volumes  ordered  at  time  of  current  sub- 
scription; e.  g.  write  v.i-4  above  months  on  check  sheet  if 
ordered  with  v.5,  the  current  volume.  Record  in  same  way 
odd  volumes  given  at  time  a  serial  begins  to  come  regularly. 
See  sample  for  Scribner's  Magazine. 

7     Two  copies 

If  two  copies  of  a  serial  are  received  regularly  write  in  red  on  sheet 
above  "Year,"  number  of  copies  and  abbreviation  of  collec- 
tions etc.  for  which  they  are  intended.  In  entering  serial, 
check  serial  number  to  show  that  two  copies  have  been 
received;  e.  g.  y  10. 

8    Volume  numbers 

Give  volume  number  at  beginning  of  entry  except  for  annuals. 
See  sample  for  Harper's  Weekly. 

9     Dailies 

If  Sunday  edition  is  not  received  leave  blank  space.  If  no  serial 
number  is  given  use  x  to  indicate  receipt;  this  rule  applies  to 
all  serials. 

10  Annuals 

Enter  annuals  in  space  of  month  in  which  they  are  received. 
Write  exact  date  of  receipt  above  date  covered  by  annual, 
which  shows  when  next  volume  may  be  expected. 

1 1  Misprints 

Enter  serial  number  as  printed  even  though  it  is  evidently  a  mis- 
print, using  superiors  to  show  that  same  number  has  been  used 
more  than  once. 

12     Checks  on  serials 

a  Stamp  neatly  "C"  (meaning  checked)  and  date  of  receipt  on 
upper  left  corner  of  unbound  serials;  e.  g.  Ci4jao2.  This  date 
is  a  convenient  means  of  showing  when  next  number  may  be 
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expected.    If  serial  does  not  belong  in  general  file  of  current  peri- 
odicals send  to  section  indicated  on  sheet  in  red  above  "Year." 
b     Send  bound  serials  to  accession  clerk. 

13  Missing  numbers 

a  Send  post  card  for  missing  numbers  as  soon  as  noted  and 
systematically  examine  check  list  for  delinquents  at  least  once 
in  six  months.  See  sample  cards  following. 

b  Write  to  publisher,  not  agent,  for  American  serials  and  for  for- 
eign serials  received  by  gift;  to  agent,  for  foreign  subscription 
serials. 

c  Keep  date  of  request  for  missing  numbers  on  back  of  sheet. 
See  sample  for  Scribner's  Magazine. 

d    When  missing  numbers  come,  note  on  back  of  sheet. 

e  Send  notice  three  times  before  considering  that  serial  is  discon- 
tinued or  is  no  longer  given. 

Delinquent  sequents:  subscription 

Reduced  from  7^x1 2$  cm 


New  York  State  Library  Serials  section 

We  have  not  yet  received  our  regular  Jan.  1905  no.  of 
Everybody's  magazine 

If  published,  please  send  it  addressed  Serials  section, 
State  Library,  Albany  N.  Y. 

MELVIL  DEWEY  Director 
Albany,  20  F  1905  by  G.  A.  W. 
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Delinquent  sequent*:  exchanges  and  gifts 

Kr,lurr<l  from  rlxiji  cm 


New  York  State  Library 


Serials  section 


We  have  not  yet  received  Educator  v.  75,  no.  10 


exchange 

which  vou  send  us  as  a    ... 
gift 

If  published,   please   send  it   addressed  Serials  section, 
State  Library,  Albany  N.  Y. 

MELVIL  DEWEY  Director 
Albany,  20  F  1905  by  G.  A.  W. 


Delinquent  sequents:  general 

Reduced  from  7^x1  a^cm 
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Serials  section 


Students'  magazine  no.  10 

for  Mar.  1902  is  the  last  received  by  us.     Will  you  kindly 
send  us  all  later  issues  at  your  earliest  convenience.     If  no 
other  is  yet  out,  when  may  we  expect  the  next  number  ? 
Please  address  Serials  section,  State  Library,  Albany  N.  Y. 

MELVIL  DEWEY  Director 
Albany,  15  F  1903  by  G.  A.\W. 
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Missing  numbers 

Reduced  from  7^x1  a$  cm 


New  York  State  Library  Serials  section 

We  find  in  preparing  the  Detroit  free  press 
for  binding  that  the  following  numbers  are  missing: 

June  18,  ip,  20,  27,  28,  July  14,  15,  16,  if 

If  you  will  kindly  supply  these  numbers,  the  courtesy 
will  be  greatly  appreciated. 

Packages  may  be  sent  by  express  unpaid,  or  stamps  will 
be  sent  to  prepay  postage  on  notice  of  the  amount.  Please 
address  Serials  section,  State  Library,  Albany  N.  Y. 

MELVIL  DEWEY  Director 
Albany,  16  Ja  1902  by  G.  A.  W. 


14    Duplicates 

Put  duplicates  with  original  numbers  in  regular  file  box  till  volume 
is  made  up  for  binding,  then  send  them  to  duplicate  collection. 

15     Binding 

a     When  title-page  and   index  (if  any)  come  make  up  volume  for 
binding. 

6     Record  volumes  of  set  sent  to  bindery  on  back  of  serials  sheet. 
See  sample  for  Scribner's  Magazine. 
This  serves  as  substitute  for  charge  at  loan  desk. 

16     Odd  numbers 

a     S^amp  odd  numbers  of  serials  not  already  on  check  list,  with 

date  of  receipt  and  keep  separate  unless  important  enough  to 

buy  or  request  as  gift  at  once. 
b     At  end  of  month  file  alphabetically  with  miscellaneous,  serials 

previously  received. 
c     Examine  this  file  of  miscellaneous  serials  at  the  same  time,  take 

out  those  serials  which  are  apparently  coming  "regularly  and 

add  to  rerials  check  list. 

d     Send  to  pamphlet  collection  serials  to  which  no  numbers  have 
been  added  during  past  six  months. 
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P?  025.2     ACCESSION  DEPARTMENT 

ANNUALS    CHECK    LIST    ROUTINE,    NEW   YORK    STATE 

LIBRARY 

The  word  annuals  is  used  to  include  biennials  etc. 

i     Scope 

Alphabetic  annuals  check  list  on  cards  includes  all  annuals,  biennials 
etc.  received  by  gift,  except  those  recorded  in  education  section. 

2     Acknowledgments 

Acknowledge  annuals  by  post  card,  carefully  noting  on  check  list 
card  any  change  of  address. 

.     3     Entries 

a  Enter  in  gift  list  (see  Gift  list  routine,  p.  569)  and  in  annuals 
check  list. 

b  If  two  copies  of  an  annual  are  received  write  on  back  of  card  ab- 
breviation of  collection  for  which  copy  2  is  intended.  In  entering 
annual,  check  year  to  show  that  two  copies  have  been  received; 
e.g.  1/1903.  See  sample  below. 

4     Current  annuals  not  on  check  list 

For  current  annuals  for  years  1890  to  date,  not  already  on  check  list, 
write  card  as  in  sample  below  giving: 

a  Author,  according  to  Library  School  Rules,  except  that  for  per- 
sonal authors  with  more  than  one  forename  generally  the  first  is 
given  with  initials  for  the  others. 

b  Address  to  be  used  in  writing  for  later  issues. 

For  societies,  secretary's  name  and  address  are  written  on  back  of  card. 
These  may  be  in  pencil  to  allow  for  change  of  secretary. 

c  Short  title. 

d  Volume  number  if  given,  leaving  spaces  for  missing  volumes.    If 

uncertain  of  number  of  volumes  issued  before  the  first  received, 

leave  first  column  blank. 
e  Year  covered  by  volume,  not  year  issued. 
/   Stamp  date  of  receipt,  which  shows  when  next  volume  may  be 

expected. 

Last  line  on  card  is  left  blank  for  notes. 

Class  and  book  numbers  are  added  in  upper  left  corner  of  card  as  soon  as 
assigned. 
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Annuals  card 

Reduced  from  7^x11}  cm 
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tonal  association  of  state  librarians 

Proceedings 

Vol. 

Y«r 
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Vol. 

Year 
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Vol. 

Year 

Rec'd 

Vol. 

Year 

Rec'd 

* 

4 

1901 
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6 

7 

•  1903 
1904 

6  S  03 
8  ^05 

c 

) 

N. 

».  iTATI 
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ANNU 

MM 
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Sec.  John  Doe,  Madison  W}s. 

1-3  not  printed  separately;  letter  29  Ja  04 

<cop.  2  L.S. 


Begged 
14  Mr  03 


S     Annuals  before  1890 

Treat  annuals  for  which  there  is  no  card  in  annuals  check  list  -and 
which  are  dated  before  1890  as  ordinary  pamphlets. 
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6    Checks  for  annuals  on  check  list 

a  In  volumes,  bound  or  to  be  bound  separately,  pencil  date,  source 
and  "g"  (meaning  gift)  on  inner  margin  of  first  recto  after  title- 
page,  e.g.  3jao5  Pub  g;  add  "C"  (checked)  on  upper  left  corner 
of  title-page  and  send  to  accession  clerk.  For  annual  previously 
on  check  list,  send  slip  containing  call  number  to  accession  clerk 
with  the  book.  For  annual  not  previously  on  check  list  call  num- 
ber is  added  to  check  list  card  when  entered  in  accession  book. 

6  In  other  annuals  stamp  date  of  receipt  in  upper  right  corner  of 
cover,  pencil  "g"  (preceded  by  source  if  other  than  the  institution 
treated  as  author)  on  inner  margin  of  first  recto  after  title-page, 
and  add  "C"  on  upper  left  corner  of  cover.  If  previously  on 
check  list  pencil  call  number  after  "C"  and  send  to  shelf  depart- 
ment. If  not  previously  on  check  list  send  annual  with  the  new 
check  list  card  to  assistant  classifier,  who  revises  card,  classifies 
annual,  adds  class  number  to  card,  returns  card  to  annuals  clerk 
and  sends  annual  to  catalogue  department. 

Pamphlet  assistant  writes  temporary  manila  slip  for  name  catalogue,  fol- 
lowing entry  on  check  list,  stamps  slip  "See  annuals  check  list,"  stamps 
"Pam."  below  class  number  and  makes  name  references  if  necessary.  If 
other  numbers  for  years  1890  to  date  are  found  in  catalogue  they  are  en- 
tered on  check  list  card.  For  numbers  before  1890,  note  is  added  to  check 
list  card  "For  previous  numbers  see  card  catalogue. "  For  fuller  directions 
for  cataloguing  pamphlets,  with  samples,  see  025.3  Catalogue  department. 
Cataloguing  unbound  pamphlets. 

7    Missing  numbers 

Once  a  year  send  post  card  for  annuals  due  but  not  received.  See 
samples  under  Serials  check  list  routine  no.  13.  When  a  missing 
number  is  written  for,  write  date  on  which  request  is  sent  on 
back  of  card.  See  sample  above. 
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025.2     ACCESSION  DEPARTMENT 

GIFT  LIST  ROUTINE,  NEW  YORK  STATE  LIBRARY 
c  This  alphabetic  card  list  records  all  gifts,  including  those 
entered  in  serials  and  annuals  check  lists.  Gifts  for  educa- 
tion section  are  kept  in  separate  alphabet.  For  triennial 
printed  gift  list  covering  years  1901-3,  see  New  York  State 
Library  Report,  1903,  p. 60-174. 

i  Gifts  from  same  person,  institution  etc.  are  entered  on  one 
card.  Name  of  giver  is  written  at  top  of  printed  gift  card, 
followed  by  address  when  necessary,  and  number  of  volumes, 
pamphlets  and  other  gifts  as  in  sample  following.  Date  used 
is  for  fiscal  year. 

Gift  card 

Reduced  from  7ixi2$  cm 


Name 

Appleton,  D.  &  Co. 

Address 

J2  5  av.  New  York 

Date 

Vol. 
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Date 

Vol. 
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Date 

1 
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Oth.    Date 

Vol. 

Pam.  Oth 
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i 

\^My 
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D 

N.   V. 

•  TAT 
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•  RAM 

r  01 

FT  CA 

MD 
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Author  and  title:  Bates  N.W.     Ancestors  &  descend,  of  A   Bates  04 


3  In  case  of  important  gifts,  title  of  gift  is  entered  on  back  of 
card.     See  sample  above. 

4  At  end  of  fiscal  year,  Sep.  30,  serials  check  list  is  examined  and 
all  gifts  acknowledged  and  entered  in  gift  list.     Date  of  fiscal 
year  and  number  of  parts  received  are  then  recorded.     See 
sample  following. 

Gift  card 
Reduced  from  ?}xi?i  cm 


•MM 

Adelphian  Pub. 

Addren 

Adelphi  academy,  Brooklyn  N.  Y. 


Date  Vol.    Pam.  Oth.     Date     Vol.     Pam.  Oth.    Date  Vol.    Pam.  Oth.    Date  Vol.    Pam.  Oth. 


1 001 
looa 


O 


•TAT  t     LI     •  R  *R   Y    Cl  »T  CA  RD 


LECTURE  .OUTLINES    AND    PROBLEMS    2  571 

When  periodical  is  given  by  publisher,  name  of  periodical  is 
written  at  top  of  card  followed  by  publisher's  address.  See 
sample  above. 

All  gifts  except  those  entered  on  serials  check  list  are  acknowl- 
edged by  printed  postcard  or  engraved  card  as  soon  as  received. 
Change  of  address  should  be  carefully  noted  on  both  gift  and 
annuals  cards. 
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025.2  ACCESSION  DEPARTMENT 

GIFT  REQUESTS  AND  ACKNOWLEDGMENTS,  NEW  YORK 
STATE  LIBRARY 

1  Write  neatly.     Use  either  script  or  disjoined  hand    for  gift 
requests    and    post    card    acknowledgments;     for    engraved 
acknowledgments  use  script.     Never  send  out   a  slovenly  gift 
request  or  acknowledgment. 

2  Acknowledge  routine  gifts  from  an  institution,  reports  etc.  to 
the  institution,  not  to  any  official;  e.  g.  address  -Public  library, 
Boston  Mass,  not  H.  G.  Wadlin,  Librarian.     But  acknowledge 
to  an  official  gifts  obtained  through  his  instrumentality. 

3  Give  address  in  proper  form,  being  specially  careful  in  foreign 
addresses.     For  names   of   foreign   institutions   follow  forms 
used  in  Smithsonian  Institution  international  exchange  list. 
Give  street  address  in  large  cities.     In  addresses  containing 
numbered  streets,  write  the  number  in  the  street  and  of  the 
street    in  two  distinct    groups  separated  by   icm  space.     If 
stragglingly  written  121  5  st.  may  be  read  as  12  15  st. 

4  Avoid  obscure  abbreviations;   e.  g.  write  West  New  Brighton 
N.  Y.  not  S.  I.;  Ontario,  Canada,  not  Ontario;    S.  Australia, 
not  S.  A. 

5  Prefer  short  forms;   e.  g.  write  375  5   av.  New  York,  not  375 
Fifth  ave.  New  York  N.  Y.  or  New  York  city;  Box  205,  Pitts- 
burg  Pa.  not  P.  O.  box  205,  Pittsburgh,  Penn. 

6  Avoid  writing  name  of  place  twice;    e.  g.  write  Naturwissen- 
schaftlicher  verein,  Bremen  Ger.  not  Naturwissenschaftlicher 
verein  zu  Bremen,  Bremen  Ger. 

7  Give  proper  honorary  titles;    e.  g.  Pres.  C.  W.  Eliot,  Harvard 
university ;  Hon.  Malcolm  Fraser. 

8  In  writing  book  titles  follow  form  given  on  title-page ;    e.  g. 
catalogue  or  catalog. 

9  For  omission  of  initial  article  see  under  "Book  titles"  in  Edit- 
ing Rules,  treating  gift  requests  and  acknowledgments  as  book 
lists. 

10  In   acknowledging   gifts  to  both  Library  School  and  Library 
from  same  source,  do  not  write  two  cards,  but  acknowledge 
both  on  Library  card  saying,  e.  g.  "also  2  copies  for  Library 
School." 

11  On  engraved  acknowledgment,  after  titles  of  bound  volumes 
and  most  important  pamphlets  have  been  given,  write  e.  g. 
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"  iS'other  pamphlets  and  blanks."  In  case  of  foreign  postage, 
write  "5  "  conspicuously  in  upper  right  corner  of  envelop  to 
guard  against  insufficient  postage. 

i a     Omit   punctuation   at   end   of   line   in   superscriptions;    e.  g. 
Phrenological  journal 

27  E.  21  st. 

New  York 

13  For  other  punctuation,  abbreviations  and  spelling  see  Editing 
Rules. 

14  For  arrangement    of    matter   in    gift  acknowledgments    and 
requests  see  samples  following  and  the  set  in  binder. 

Acknowledgment:  general 
Reduced  from  7^x13}  cm 


New  York  State  Library  Accession   department 


I  report 

The  library  has  received  your  annual  •{  catalogue    for 

\  proceedings 


The  gift  is  gratefully    acknowledged   and  will  be  duly 
credited. 

MELVIL  DEWEY 

Director 
Albany,  20  FJigo^  Recorded  by  E.  E.  C. 


Acknowledgment:  foreign 


New  York  State  Library  Accession   department 

The    library    gratefully     acknowledges    the    receipt    of 
Jahresbericht  1905 


The  gift  has  been  officially  registered  and  will  be  duly 
credited. 

MELVIL  DEWEY 

Director 
Albany,  20  F  1905  Recorded  by  E.  E.  C. 
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025.3  CATALOGUING 

DIRECTIONS  FOR  CATALOGUERS,  NEW  YORK  STATE 

LIBRARY 

i     Supplies 

Use  cards  and  slips  and  5x7^  cm  manila  slips  belonging  to  Library. 

2     Canceled  cards 

When  a  card  is  to  be  rewritten  cancel  it  by  a  pen  stroke  across 

its  face. 

Keep  all  canceled  cards  and  hand  them  in  with  time  sheets  on 
first  of  each  month. 

3     What  not  to  do 

a    Do  not  waste  time. 

6    Do  not  remove  a  card  from  the  catalogue.     See  12. 

c     Do  not  mark  title-page  of  a  book. 

d     If  unbound  book  has  accession  number  do  not  put  "unb." 

on  cards.     Book  is  to  be  bound. 
e     Do  not  put  superior  red  headings  on  cards  for  local  histories, 

registers  etc.     These  are  added  by  shelflister. 
/     Do  not  put  class  numbers  in  either  blue  or  red  ink  on  face  of 

cards,  or  write  "  2  cop."  on  face  of  cards.     These  are  added 

by  shelflister. 
g     Do  not  put  cataloguer's  signature  on  any  cards  except  main 

author  card,  and  on  author  analytic  card  when  author  of  part 

analyzed  has  but  one  forename,  to  show  that  card  is  to  be 

filed  in  name  catalogue. 

4  Penciled  numbers 

On  secondary  cards  for  subject  catalogue,  i.  e.  analytics  or  general 
subject  reference  cards,  pencil  cross  reference  number  on  lower 
left  margin  of  face  of  card.  This  applies  to  secondary  cards 
only.  Shelflister  copies  penciled  number  in  red  ink  on  top  line 
of  card. 

5  Notes  in  books 

If  two  blank  cards  with  stamped  accession  numbers  are  in  book 
to  be  catalogued  be  careful  to  use  them  in  writing  the  two 
main  cards  (except  for  works  of  criticism  and  anonymous 
biographies).  Keep  with  great  care  any  notes,  colored  slips  or 
pieces  of  braid  found  in  book,  and  leave  them  with  cards  when 
written. 
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6     Rush  books 

Red  braid  in  book  calls  for  haste.  Catalogue  promptly  and  give 
to  reviser  in  person. 

7     Bibliography  slips 

Yellow  1 2^x7$  cm  slip  in  book,  with  class  number  for  a  short 
bibliography,  calls  for  a  slip  to  be  made  for  a  supplementary 
catalogue.  This  slip  does  not  go  into  main  catalogue.  It  is 
written  by  a  special  assistant  after  book  is  revised. 

8     Printed  cards 

If  printed  cards  are  found  in  book,  give  them  with  book  to  head 
cataloguer.  It  has  already  been  catalogued  and  the  cards  are 
adapted  for  Library  by  a  special  assistant. 

9    Special  collections 

All  books  belonging  to  special  collections  have  special  marks  on 
bookplates. 

a  Books  marked  C,  D,  H,  M,  R  or  V  before  class  numbers  on 
bookplates  are  catalogued  according  to  general  rules. 

b  Books  marked  W  before  class  numbers  on  bookplates  belong 
to  collection  written  by  women  born  or  resident  in  New  York 
State.  The  books  have  special  bookplates  and  are  kept  together 
on  the  shelves.  The  cards  are  written  separately  from  all 
other  cards.  Different  cards  for  two  copies  or  two  editions  of 
same  work  are  thus  found  together  in  catalogue.  Two  editions, 
both  W  books,  of  same  work  go  on  same  card,  according  to 
general  rule. 

As  a  separate  collection  marked  E  for  use  of  examiners,  has  been 
similarly  catalogued,  three  cards  for  different  copies  or  editions, 
also  three  series  cards  for  same  series  may  sometimes  be  found 
together  in  catalogue;  i.  e.  one  for  books  belonging  to  general 
library,  one  for  E  books  and  one  for  W  books.  Be  careful 
to  add  to  right  card. 

c     Books  for  blind,  marked  B,  are  catalogued  by  a  special  assistant. 

10     Name  list 
a    Abbreviations.     List  of  abbreviations  for  most  frequently  used 

reference  books,  placed  at  beginning  of  name  list,  is  printed 

on  p.  579. 
6     Supplement.     Lists  of  changed  titles  and  of  headings  for  works 

catalogued  like  the  Koran  are  placed  at  end  of  name  list. 
c     Corrections.     If  a  name  slip  needs  to  be  changed  report  to  head 

cataloguer.     Correction  or  amplification  is  written  in  red  ink. 
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d  Library  Journal  full  names.  Name  slips  without  the  blue  star, 
indexing  lists  of  full  names  in  Library  Journal,  are  filed  in  name 
list  to  be  used  when  needed.  When  a  book  requiring  one  of 
these  slips  is  catalogued  the  slip  is  removed  from  name  list, 
and  is  verified,  checked  and  signed  by  cataloguer.  A  star  is 
added  by  reviser. 

e  Memorandum.  With  every  book  catalogued  hand  in  either 
a  name  slip  or  a  5x7^-  cm  slip  marked  "St.  inn.  1."  (starred 
in  name  list).  In  making  latter  slip  be  most  careful  not  to 
confuse  two  authors  of  same  name. 

/  Consult  best  authorities.  Write  name  slip  with  utmost  distinct- 
ness. In  general  consult  not  more  than  three  authorities.  Let 
these  be  without  exception  the  best  available  authorities,  not 
those  nearest  at  hand.  Remember  this  slip  settles  the  form 
for  all  books  by  same  author. 

g  When  made.  Name  slips  are  made  for  every  personal  author, 
translator,  subject  of  biography,  etc.  for  all  bodies  used  as 
authors,  for  anonymous  books  with  author  not  found,  for  head- 
ings like  the  Koran,  for  family  headings  in  genealogies,  for  series 
cards. 

h  When  not  made.  Name  slips  are  not  made  for  periodicals  or 
for  red  headings  on  blue  cards  in  subject  catalogue. 

*  Slips  for  series.  Name  slips  for  series  cards  have  been  only 
recently  made.  Many  series  cards  for  which  no  name  slips 
have  been  made  are  in  catalogue,  and  must  be  looked  for  there. 

j  Differentiate  families.  Family  headings  in  genealogies  must  be 
kept  distinct  the  same  as  personal  authors.  This  requires  inves- 
tigation when  two  families  have  same  name. 

k  Arrangement.  Name  slips  for  families  are  alphabeted  after 
names  of  individuals  with  same  surname. 

I  016  headings.  In  cataloguing  subject  bibliography,  always 
consult  blue  cards  in  subject  catalogue  to  see  headings  already 
assigned.  Same  class  number  may  or  may  not  call  for  same 
heading;  e.g.  bibliographies  of  cycling  and  tennis  have  same 
number  and  different  headings;  but  for  two  bibliographies  of 
birds  one  heading  should  not  be  ornithology  and  the  other  birds ; 
they  should  be  alike. 

1 1     Serials 

A  serial  is  a  work  to  be  continued  indefinitely,  as  the  report  of  a 

board  of  health, 
a    Get  all  the  books  of  the  set.     In  cataloguing  a  serial  the  first 

and  most  imperative  thing  is  to  collect  all  volumes  of  the  set 

belonging  to  the  Library. 
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6  Catalogues  to  consult.  There  are  four  catalogues  to  consult; 
i.  e.  the  new  card  catalogue,  the  old  slip  catalogue  in  boxes, 
the  printed  catalogue  published  in  1855  and  the  catalogue  of 
recent  pamphlets,  now  being  incorporated  in  the  name  catalogue. 
Consult  also  serials  and  annuals  check  lists  in  room  55  and  for 
publications  of  libraries  the  shelves  and  catalogue  of  bibli- 
ography and  library  economy  pamphlets  (010-020)  in  room 

59- 

c  Do  not  alter  serials  cards.  If  set  is  already  in  new  catalogue 
look  no  farther  but  report  to  head  cataloguer.  Serials  cards 
are  altered  by  a  special  assistant,  never  by  a  Library  School 
student. 

d  Memorandum.  Hand  in  slip  with  every  serial,  telling  what 
catalogues  were  consulted  to  find  more  of  set. 

e  Date.  "C"  in  upper  left  corner  of  cover  or  title-page  of  serial 
shows  that  the  work  is  checked  when  received,  on  serials  or 
annuals  check  list  in  room  55.  Such  works  are  generally  cata- 
logued "to  date." 

12     Added  editions  and  additions  to  series 

If  a  new  edition,  without  variation  of  title,  is  to  be  added  to  cards 
(not  conflicting  with  rule  for  W  books,  9  6)  ask  cards  clerk  to 
take  out  cards.  Add  new  edition  with  two  dashes  and  imprint. 
Ask  also  for  series  card,  when  a  new  volume  is  to  be  added. 

13     Reviser's  notes 

If  reviser  returns  a  book  for  correction,  read  the  whole  of  reviser's 
note  and  after  making  the  corrections  return  it  to  reviser  in 
person  with  book  and  cards. 

14     Six  points  for  each  book 
Points  to  observe  in  every  book  catalogued: 
a     See  bookplate,  find  out  what  class  number,  subject  reference 

numbers  and  letters  used  in  special  schemes,  mean. 
b     Before  writing  cards,  decide  how  many  are  to  be  made;  when 

written,  see  that  every  secondary  card  is  traced  on  one  or  both 

main  cards. 

c     Make  name  slip  or  memorandum  for  every  author. 
d    Write  signature  on  card. 
e     Write  signature  in  book  (middle  of  inner  margin  of  first  recto 

after  title-page;  e.  g.  2  Ja  05  Chr). 
/     Write  accession  numbers  on  main  cards. 

In  sets  where  there  are  numerous  numbers  to  be  written  write  "See 
shelflist"  on  back  of  main  cards  and  send  a  slip  containing  the  numbers  to 
reviser  with  the  cards. 
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025.3     CATALOGUING 

NAME  LIST  ABBREVIATIONS  FOR  CATALOGUERS 
REFERENCE  BOOKS 

Aa  Aa,  van  der.     Biographisch  woordenboek 

Ad.  A.  Adams.     Dictionary  of  American  Authors 

Ad.  E.  —  Brief  Handbook  of  English  Authors 

Adv.  Advocates,  Faculty  of.     Catalogue  of  the  Library 

Al.  Allibone.     Critical  Dictionary  of  English  Literature 

and  British  and  American  Authors 
Al.  sup.  -  Supplement 

All.  deut.          Allgemeine  deutsche  Biographic 
Alum.  Oxon.    Foster.     Alumni  Oxonienses 
Am.  cat.  American  Catalogue 

An.  Am.  Annual  American  Catalogue 

Ap.  Wilson  &  Fiske.  Appletons'  Cyclopaedia  of  American 

Biography 

As.  Astor  Library.     Catalogue 

B.  A.  Boston  Athenaeum.     Catalogue 

Bar.  Barbier.     Dictionnaire  des  ouvrages  anonymes 

Bar.  sup.          Brunet.     Dictionnaire  des  ouvrages  anonymes 
Born.  Bornmuller.     Biographisches    Schriftsteller-Lexikon 

der  Gegenwart 
Br.  mus.  British    Museum — Library.     Catalogue   of    Printed 

Books 

Brock.  Brockhaus.     Brockhaus'  Konversations-Lexikon 

Bru.  Brunet.        Manuel  du  libraire  et  de  I'amateur  de 

livres 

Cent.  Smith.  Century  Cyclopedia  of  Names 

Champ.  M.       Champlin    &   Apthorp.     Cyclopedia   of   Music    and 

Musicians 
Champ.  P.       &  Perkins.     Cyclopedia  of  Painters  and 

Paintings 
Cu.  A.  Gushing.     Anonyms 

Cu.  P. Initials  and  Pseudonyms 

Encyc.  Brit.    Encyclopaedia  Britannica 
Eng.  cat.          English  Catalogue 

Eng.  an.  [annual] 

Gra.  Grasse.     Tre"sor  de  livres  rares  et  pre*cieux 

La  grande        La  grande  encyclopedic 

Gub.  Gubernatis,  de.     Dictionnaire  international  des 

e*crivains  du  jour 
H.  &  L.  Halkett  &   Laing.     Dictionary  of  the  Anonymous 

and  Pseudonymous  Literature  of  Great  Britain 
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Hein.  Heinsius.. .  Allgemeines  Biicher-Lexikon 

Kay.  Kayser.     Vollstandiges  Bucher- Lexicon 

Kursch.  Kurschner.     Deutscher  Litteratur  Kalender 

L.  C.  U.   S. — Library  of  Congress.     Printed   Card   Cata- 

logue 

L.  J.  Library  Journal 

Lar.  Larousse.    Grand  dictionnaire  universel  du  1 96  siecle 

Lip.  Thomas.     Universal  Pronouncing  Dictionary  of 

Biography  and  Mythology 

Binder's  title  Lippincott's  Pronouncing  Biographical  Dic- 
tionary. 

Lor.  Lorenz.     Catalogue  ge'ne'ral  de  la  librairie  francaise 

Low.  Lowndes.     Bibliographer's   Manual  of   English 

Literature 

M.  T.  Men  and  Women  of  the  Time 

Mey.  Meyer.     Konversations-Lexikon 

Mich.  Biographic  universelle 

Quoted  as  Michaud's  Biographic. 

Min.  Minerva 

Nat.  eye.          National  Cyclopaedia  of  American  Biography 

Nouv.  Lar.       Nouveau  Larousse  illustre" 

Ot.  B.  Ottinger.     Bibliographic  biographique  universelle 

Ot.  M.  Moniteur  des  dates 

P.  Peabody  Institute  of  the  City  of  Baltimore.     Cata- 

logue of  the  Library 

P.  2d  Second  Catalogue 

Ph.  Phillips.     Great  Index  of  Biographical  Reference 

Pog.  Poggendorff.     Biographisch-literarisches  Handwort- 

erbuch 

Q.  Qudrard.     Les  supercheries  litte'raires  de* voices 

Q.  contemp.    —      -  &  others.     La  litte"rature  francaise   contem- 
poraine 

Q.  La  F.  -  La  France  litte"raire 

Sab.  Sabin.     Dictionary  of  Books  relating  to  America 

Sch.-H.  Schaff.     Religious     Encyclopaedia 

Binder's  title  Schaff-Herzog  Encyclopaedia  of  Religious 
Knowledge. 

St.  Stephen.     Dictionary  of  National  Biography 

Surg.-Gen.        U.  S. — Surgeon-General's  Office.     Index-catalogue  of 

the  Library 
V.  Vapereau.     Dictionnaire    universel    des    contempo- 

rains 

W.  Watt.     Bibliotheca  Britannica 

W.  W.  Who's  Who 

W.  W.  A.        Who's  Who  in  America 


LECTURE    OUTLINES    AND    PROBLEMS    2  581 

025.3     CATALOGUING 

CATALOGUING  UNBOUND  PAMPHLETS 

1  Use  7^x12^  cm  manila  slips  with  printed  heading,  "Temporary 

slip.    Entry  not  yet  revised." 

2  Use  typewriter  or  disjoined  hand. 

3  Usually  make  author  slip  only.    See  also  6,  8,  14,  15. 

4  Typewrite  or  write  in  black  ink  class  number  in  usual  place  and 

typewrite  or  stamp  "Pam."  below  space  for  book  number. 

5  In  headings  follow  Library  School  Rules.     Do  not  look  up  full 

names  and  dates  except  in  name  catalogue. 

6  Make  reference  from  one  form  of  name  to  another,  as  in  Library 

School  Rules;  for  tracing  underline  on  face  of  slip  when  name 
referred  from  is  given,  otherwise  trace  reference  from  back. 
Added  entries  are  similarly  traced.  For  exception  see  14. 

7  Use  short  title ;  see  sample  i .    Use  dots  for  important  omissions ; 

see  samples  5-8. 

8  Make  title  slip  for  anonymous  pamphlet,  author  found. 

9  In  imprint  give: 

main  paging  only  (unless  groups  are  nearly  equal)  or  volumes 

if  more  than  one 

il.  if  pamphlet  is  illustrated  in  any  way 
size 
place 
date 

10  Use  brackets  for  matter  supplied;  see  samples  3  and  6. 

n'  In  case  of  reprint,  address  or  thesis  add  note  to  catalogue  slip; 
see  sample  i. 

12  a  For  annuals,  biennials  etc.  entered  on  annuals  check  list  (in- 

dicated by  "G"  in  upper  left  corner  of  front  cover  of 
pamphlet)  give  in  imprint  only  il.  size  and  place  of  publica- 
tion, and  stamp  below  "See  annuals  check  list",  as  in 
samples  4-5. 

6  If  unstamped  temporary  slip  for  part  of  set  is  found  in  name 
catalogue,  get  material  from  shelves,  see  that  class  number 
for  old  and  new  material  is  the  same,  stamp  slip  "See 
annuals  check  list"  and  see  that  all  numbers  for  1890  to 
date  are  entered  on  annuals  check  list. 

If  any  numbers  before  1890  are  entered  in  catalogue  but  are  not 
already  on  annuals  check  list,  note  is  added  to  check  list  card  "  For 
previous  numbers  see  card  catalogue." 

13  For  continuations  not  on  check  lists,  in  place  of  stamp  used  in  12, 

write  in  columns  exact  statement  of  volumes  in  library,  with 
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dates  which  they  cover.    Make  additions  in  order  of  volume 
numbers.    See  samples  2-3  and  7. 

14  a  For  governor's  annual  messages,  mayor's  addresses  etc.  on 

annuals  check  list,  catalogue  under  official  heading  and 
stamp  below  imprint  "See  annuals  check  list,"  as  in 
sample  5. 

Make  also  slip  with  full  imprint  under  personal  name;  see 
sample  6.  Add  briefly  to  personal  slip  other  messages  by 
same  governor  etc.  Trace  the  personal  entries  from  pam- 
phlets themselves  by  dot  below  name  under  which  entry  is 
made. 

b  For  annual  messages  etc.  not  on  annuals  check  list,  in  place  of 
stamp  give  dates  of  messages;  see  sample  7.  Also  make 
slip  under  personal  name  as  in  140,  following  same  method 
of  tracing. 

15  For  special  messages  make  slip  with  full  imprint  under  personal 

name,  see  sample  8 ;  also  series  slip  under  official  heading,  see 
sample  9. 

1 6  Add  cataloguer's  signature  to  back  of  main  author  slip. 

17  Draw  short  horizontal  line  neatly  in  ink  below  last  letter  or 

figure  on  cover  to  show  that  pamphlet  is  catalogued. 

1 8  Lay  slips  in  pamphlet  and  give  to  reviser  to  be  filed  in  name 

catalogue,  room  35. 

Sample  slips 

Reduced  from  74x12$  cm. 
i     Simple  author  card  with  address  and  reprint  notes.     See  Rules  3  and  1 1 


Temporary  slip.        Entry   not  yet  revised. 


616.995 

Pam. 


White,  James  C. 

Clinical    aspects 


30p.D. 


Bost.i89i. 


M.D. 

of    cutaneous    tuberculosis. 


Read  at  the  meeting  of  the  American  der- 
matological  association  at  Washington,  Sep.  23, 1891. 

Reprinted  fr.  Boston  medical  &  surgical 
journal,  Nov. 12, 1891. 


o 
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2     Continuation  not  on  check  lists:  annual.     See  Rule  13 


5*3 


Temporary  slip. 

Entry 

not  yet  revised. 

362.6 

Boston 

,  Home  for  aged  couples. 
Annual  report.             O.             Bost. 

Pam. 

v.  10  1893 
v.  ii  1894 
v.  12  1895 
v.  13  1896 

v.  9 

v.  16  1899 
1892 

o 

3     Continuation  not  on  check  lists:  weekly.     See  Rule  13 


Temporary  slip 

.  Entry 

not  yet  revised. 

268 

[Nashv 

Illustrated  lesson  paper,  [weekly].             il.D. 
ille.l 

Pam. 

•      -'      •  • 

1894 

v.i4,no.                                                       2I~~35 

1896 

v.i6,no.                3-5,             15,             18-20 

o 
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4    Continuation  on  annuals  check  list.    See  Rule  12 


Temporary  slip. 

Entry  n 

ot  yet  revised. 

634 

Pam. 

Penin 
Dove 

sula  horticultural  society. 
Transactions  of  the  annual  session.             il.D. 
r,  Del. 

See  annuals  check  list. 

O 

Governor's  annual  message  on  annuals  check  list.     See  Rule  140 


Temporary  slip. 

353-9749 
Pam. 


ot  yet  revised. 


Entry  n 

New 

Annual  message  ...  to  the  legislature.        O. 
Trenton. 


Jersey — Governor. 


See  annuals  check  list. 


O 


6     Personal  entry  for  governor's  annual  message.     See  Rule  14 


Temporary  slip. 

353-9749 
Pam. 


Griggs,  John  W. 

I  First,  annual  message  [asj   governor  of    New 

Jersey,  to  the  legislature,  1897.  3ip.O. 

Trenton  1897. 


Entry  n 


ot  yet  revised. 


Secon  d  .  .  . 


Trenton  1898. 


O 


7     Governor's  annual  message  not  on  annuals  check  list.     See  Rule  146 


Temporary  slip. 

353-9759 
Pam. 


Entry  n 


ot  yet  revised. 


Flori  da — Governor. 

Annual  message. .  .to  the  legislature. 


Talla 


1872 
1874 


O. 


hassee. 


O 
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8    Governor's  special  message  not  on  annuals  check  list.     See  Rule  15 


Temporary  slip. 
385 


Pam. 


Entry  n  ot  yet  revUed. 

La  F  ollette,  Robert  M. 

State  regulation  of  railroad  rates,  special  mes- 
sage   of  .  .  .  governor  of  Wisconsin,  Ap.  28,  1903. 
183  p.O.  Madison  1903. 


O 


9     Series  slip  for  governor's   special  message  not  on  annuals  check  list. 

See  Rule  15 


Temporary  slip. 


385 

Pam. 
637 

Pam. 


Entry 


ot  yet  revised. 


Wisco  nsin — Governor. 
Special  message. 
La  Follette,  R.M.  State  regulation  of  railroad 

rates.         1903. 

Heard,  W:  D.  Dairy  interests  of  the  state. 

1891. 


O 
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025-3    CATALOGUING 
OUTLINE    OF    ELEMENTARY   CATALOGUING   COURSE 

Corinne    Bacon 


Dictionary  cataloguing 

LIST 

Use  of  card  catalogue 

1  Author  and  subject  cards 

2  Title  cards 

"See"  subject  references 

3  Editor  cards 

Name  reference  cards 

4  Editors  of  collections 
Added  editions 

5  Anonymous    books,    author 

not  found 
Contents 

6  Anonymous    books,    author 

found 

7  Joint  authors 
General  secondary  cards 

8  Pseudonyms 
Initials 

9  Special  pseudonyms 
Changed  titles 
Partial  titles 
Review  and  quiz 

10  General  subject  references 
"See"  analytics 

11  "In"  analytics 
Author  analytics 

Title  analytics  . 

12  Series 

13  Anonymous  classics 
Independents 

14  Periodicals 

15  Periodicals 

1 6  Body  as  author 

17  Biography 
Bibliography 

1 8  Criticism 


LIST 

19  College  societies 
Fraternities 
Addresses 
Maps 

2d  copy 

Sovereigns 

Anonymous  biography 

20  Trials,  crown,  criminal,  eccle- 

siastical, civil  and  marine 
Pleas 
Decisions 
Digests 
Theses 
Clippings 

21  Review 

22  Name  list 

Reference    bopks    for    cata- 
loguers 

23  Independent  cataloguing 

24  Independent  cataloguing 

25  Cataloguing  for  popular  lib- 

raries 

Classed  cataloguing 

26  Miscellaneous 

27  Miscellaneous 

28  Biography 

29  Bibliography 
Criticism 

30  Genealogy 
Local  history 
Registers 

Special  topics  guides 
Church  history 
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LIST 

31  Bibles 
Special  authors 
Foreign  sovereigns 

32  Independent  cataloguing 

33  Independent  cataloguing 

34  Independent  cataloguing 

Subject  headings 

1  Science 

2  Literature 
Bibliography 

3  Biography 
Genealogy 

4  Country  subheads 

5  Description  and  travel 

6  Indians, Jews,  gipsies,  negroes 

etc. 


LIST 

7  Language 
Bible 

8  Religion 

9  Philosophy 

10  Sociology 

11  History 

12  History:     foreign  relations, 

colonies,  imperialism  etc. 

13  Fine  arts 
Industrial  arts 

14  Miscellaneous 

15  Government  documents 

1 6  Fiction 
Shakspere 
Militia 

17  Miscellaneous 

1 8  Government  documents 
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«• 

025.3     CATALOGUING 
ADVANCED  CATALOGUING 

Ada  Alice  Jones 

Ten  codes  of  cataloguing  rules  for  comparative  study 

1  American  Library  Association.     A.  L.  A.  Rules;     Condensed 

Rules  for  an  .Author  and  Title  Catalog 

2  Bodleian  Library.     Compendious    Cataloguing    Rules    for    the 

Author-catalogue 

3  British  Museum — Library.     Rules  for  the  Compilation  of  the 

Catalogue  of  Printed  Books 

4  Cutter,  Charles  Ammi.     Rules  for  a  Dictionary  Catalog 

5  Dewey,  Melvil.     Library  School  Card  Catalog  Rules 

6  Jewett,  Charles  Coffin.     On  the  Construction  of  Catalogues  of 

Libraries;  with  rules  and  examples 

7  Library  Association  of  the  United  Kingdom.     Cataloguing  Rules 

for  an  Author  Catalogue 

8  Linderfelt,  Klas  August.     Eclectic  Card  Catalog  Rules;  Author 

and  Title  Entries 

9  Perkins,    Frederic    Beecher.     San    Francisco    Cataloguing    for 

Public  Libraries 

10  Wheatley,  Henry  Benjamin.     How  to  Catalogue  a  Library 

v 

Twenty  points  to  be  noted  in    comparative  study  of  cataloguing 

rules 

1  Fulness    of    author's    name,      n  Maps 

including  names  of  married  1 2  Series 

women,   popes   and   sove-  13  Continuations  to  be  added  to 

reigns  catalogue 

2  Author's  dates  14  Anonymous  books 

3  Joint  authors  15  Fulness  of  title 

4  Noblemen  16  Titles  in  two  or  more  lan- 

5  Pseudonyms  guages 

6  Official  bureaus,  boards  etc.  17  Imprint,  in  full 

7  Cities  18  Contents  and  notes 

8  Societies  19  Analysis 

9  Catalogues  20  Added    entries    exclusive   of 
10  Musical  works  analysis 
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«* 

025.4    CLASSIFICATION 
PRACTICE  WORK,  NEW  YORK  STATE  LIBRARY  SCHOOL 

Ada  Bunnell 

i     General 

Write  class  number  with  cross  references  on  7^x5  cm  slip,  sign 
your  initials  or  name  and  put  in  book.  Give  exact  paging  for 
analytics. 

2     Cross  references 

a  Do  not  make  cross  references  for  less  than  10  pages  except  in 
case  of  bibliography  which  should  be  not  less  than  3  pages. 

b  Place  book  on  4  divisions  of  one  subject  with  general  class,  a 
book  on  3  divisions  or  less  with  one  of  these  divisions  with 
cross  references  to  the  others. 

3     Different  editions 

If  you  suspect  there  may  be  another  edition  of  a  book  in  the  library, 
look  in  catalogue  for  class  number  so  all  editions  will  be  in 
same  class.  If  you  look  in  catalogue  make  note  for  use  of 
cataloguer  telling  whether  another  copy  or  edition  is  there 
or  not. 

4     Special  schemes 

For  colleges  and  single  works  of  authors  having  special  numbers 
(e.  g.  in  literature)  use  special  schemes  to  be  found  at  head 
classifier's  desk.  For  collected  works  of  all  authors  having 
special  numbers,  and  books  about  those  authors,  use  D-N  of 
"  Book  Numbers  for  Special  Author  Library",  printed  on 
p.  629.  For  authors  for  which  the  library  wishes  to  keep  all  its 
material  together  (i.  e.  Shakspere,  Gothe  and  Dante) use  also  A-C. 
For  table  for  American  local '  government  see  "  Lower  Case 
Letters  in  Book  Numbers  "  (p.  627),  no.  5. 

5     Sermons,  essays  etc. 

a     Class  a  single  sermon  or  essay  with  its  subject. 
b     Class  a  collection  of  sermons  or  essays  on  special  subject  with 
subject. 

6    Recent  fiction 

For  recent  fiction,  unless  absolutely  certain  of  nationality  of  author, 
consult  slip  catalogue  on  back  of  desk  of  sublibrarian  (selection 
and  annotation)  and  if  necessary  read  reviews  there  noted. 
Recent  poetry,  essays  etc.  should  be  similarly  treated. 


593  NEW    YORK   STATE    LIBRARY 

7     Description  and  travel 

In  classifying  description  and  travel  do  not  add  period  divisions 
to  geographic  divisions  of  a  country. 

8     Biography 
a     In  classifying  biography,  if  necessary,  consult  State  Library 

catalogue  and  biographic  dictionaries  before  assigning  number. 
6     Do  not  carry  biography  of  chief  rulers  to  period  divisions  in 

history  or  of  authors  with  special  numbers  to  that  number. 
c     Make  no  reference  from  the  biography  of  a  king  to  the  history 

of  his  reign  or  the  reverse. 

9  Reference  books  useful  in  classification 

General 

American  Library  Association.     A.  L.  A.  Catalog 
Larousse.     Grand  dictionnaire  universel  du  196  siecle 
Nouveau  Larousse  illustre" 
Whitney.     Century  Dictionary 

Science 
Whitney.     Century  Dictionary 

Medicine 
Billings    &   others.     National    Medical    Dictionary;    incl.    English, 

French,   German,   Italian  and  Latin  technical  terms  used  in 

medicine  and  the  collateral  sciences 
Foster   &  others.     Illustrated   Encyclopaedic  Medical  Dictionary; 

technical  terms  used  by  writers  on  medicine  and  the  collateral 

sciences  in  Latin,  English,  French  and  German 

Gazetteers 
Lippincott's  Gazetteer  of  the  World 

Biographic  dictionaries 
Allibone.     Critical  Dictionary  of  English  Literature  and   British 

and  American  Authors 
Biographic  universelle 

Quoted  as  Michaud's  Biographic . 
Thomas.    .Universal    Pronouncing   Dictionary   of   Biography-  and 

Mythology 

Binder's  title  Lippincott's  Pronouncing  Biographical  Dictionary. 
Wilson  &  Fiske.     Appletons'  Cyclopaedia  of  American  Biography 

Americana 

Sabin.     Dictionary  of  Books  relating  to  America 

Ends  with  Henry  Smith. 
Winsor.     Narrative  and  Critical  Historv  of  America 
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023.7     BINDING 
BINDING  ROUTINE,  NEW  YORK  STATE  LIBRARY 

i     Books  to  be  sent  to  bindery 
a     See  that  volume  is  complete.     Look  up,  beg  or  order  missing 

numbers  of  serials  and  record  on  5  x  7^  cm  slips. 
b     See  that   each   periodical  has  title-page  and  index.     List  (on 
5  x  7^  cm  slips)  of  periodicals  without  indexes  will  show  what 
periodicals  do  not  print  them.     Send  to  foreign  agent  for  title- 
pages  and  indexes  to  complete  foreign  periodicals  which  are 
bought;  send  to  publishers  for  all  others. 
c     Arrange  pieces  to  be  bound  together  and  tie  firmly. 
d     Keep  binding  slips  stamped  ahead  with  consecutive  numbers: 

(1)  Slips  for  serials  on  check  list  01 0999 

(2)  Slips  for  other  books  i — 999 

e  Fill  out  binding  slips  according  to  printed  binding  rules  (p.  599) 
for  all  books  except  resews  and  repairs.  If  a  book  belongs  to 
a  set,  consult  old  pattern  file  of  binding  slips  to  see  if  other 
volumes  have  been  bound.  If  it  is  a  serial  volume,  consult 
current  pattern  file. 

(1)  If  no  volume  has  been  bound,  decide  on  binding,  lettering 
etc.  and  underline  "No  pattern"  at  bottom  of  slip. 

(2)  If  volumes  have  been  bound,  copy  old  slip,  making  neces- 
sary changes  in  date,  volume  number  etc.     If  size  has  so 
changed   as   to   require   change   in   shelving    (necessitating 
change  in  call  number) ,  omit  call  number  or  give  changed 
call  number. 

f  Resews  are  sent  to  the  bindery  without  slips.  For  repairs  fill 
out  time  slips. 

Time  slip 

Reduced  from  rJxtai  cm 


Clapper  &  Van  Wely  190 

Please 


for  and  charge  to 

work  done  by  Time         hours 

095.7    BINDING    N.    Y.    STATS    LIBRARY 
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g     Make  out  white  charging  slips  for  all  books  except 

(1)  Law,  which  are  charged  in  room  39  before    sending    to 
room  55. 

(2)  Home  Education,  which  are  charged  in  room    51    before 
sending  to  room  55. 

(3)  Serials  on  check  list,  which  are  charged  on  check  list  by 
serials  clerk. 

h     Give  binding  slips  for  serials  on  check  list  to  serials  clerk  for 

charge. 

t     Put  binding  slips  in  books  and  send  to  bindery. 
;'     Send  charging  slips  to  loan  desk,  where  date  is  stamped. 
k     When  binder  calls  for  patterns,  charge  them  on  white  charging 

slips,  and  send  slips  to  be  filed  at  loan  desk. 

When   through   with   patterns,   binder    returns    them  directly  to  loan 

desk  for  discharge;  charging  slips  destroyed. 

2     Books  returned  from  bindery 

a  Books  are  returned  from  bindery  arranged  on  truck  in  order 
of  binding  numbers  on  accompanying  invoice.  Compare  books 
with  invoice,  noting  whether  directions  on  binding  slip  have 
been  accurately  followed  and  whether  size,  lines  of  lettering  and 
total  cost  as  given  on  invoice  are  correct.  The  invoices,  when 
corrected  and  the  corrections  approved  by  binder,  are  held 
till  binders  monthly  bill  is  sent.  This  is  compared  with  invoices, 
stamped,  approved  and  sent  to  cashier.  Invoices  filed. 

6  After  removing  binding  slips  from  books,  send  Home  Education 
books  to  room  51 ;  others  to  be  accessioned,  or  to  have  binding 
noted  in  accession  book  if  already  accessioned  (e.  g.  bd  2mor 
6Jao5)  and  date  noted  in  book  on  first  recto  after  title-page  (e.  g. 
6Jao5  bd). 

c  Books  which  have  no  binding  slips,  i.  e.  resews  and  repairs,  are 
counted  and  sent,  law  to  room  39,  Home  Education  to  room  51, 
and  others  to  loan  desk,  where  their  charging  slips  are  destroyed. 

d  Give  binding  slips  for  serials  on  check  list  to  serials  clerk  for 
discharge.  Date  of  return  is  stamped  on  check  list. 

e  Destroy  binding  slips  for  Home  Education  books,  send  slips 
for  law  books  to  room  39  and  the  rest  to  loan  desk. 

/  (i)  Loan  clerk  stamps  date  of  return  on  charging  slips  and 
sends  them  to  room  55. 

(2)  For  law  books,  charging  slips  in  room  39  discharged  and 
filed. 

(3)  For  Home  Education,  book  cards  in  room  51  replaced. 

g  Binding  slips  returned  from  loan  desk  and  with  serials  binding 
slips  sorted  in  room  55, 
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(1)  Those  for  current  serials  put  in  current  pattern  file.   Similar 
ones  there  found,  if  any,  are  destroyed  unless  differing  in 
details  other  than  date,  volume  number  and  call  number, 
in  which  case  they  are  put  in  old  pattern   file   for  use   if 
old  volumes  need  rebinding. 

(2)  Those  for  volumes  of  sets  or  old  serials  put  in  old  pattern 
file,  similar  ones  there  found,  if  any,  being  destroyed. 

(3)  Others  put  in  tracing  file. 

Charging  slips  filed  in  room  55  by  call  number  if  any,  otherwise 
by  author. 

At  end  of  fiscal  year  tracing  file  of  binding  slips  and  file  of  charg- 
ing slips  held  for  a  year  and  then  destroyed. 
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025.7     BINDING 

SUGGESTED   BINDING  ROUTINE   FOR  SMALL  LIBRARY 

1  Examine  books  for  binding,  noticing  condition,  completeness, 
plates,  title-pages,  indexes  etc. 

2  Make  out  binding  slips,  giving  number  of  volumes,  color,  style, 
size  and  exact  lettering.     Lay  slips  in  books. 

3  Make  out  charging  slips  for  loan  desk. 

4  Send  books  to  bindery. 

5  When  books  are  returned  from  bindery   check  itemized  bill' 
with  price  schedule. 

6  Discharge  books  at  loan  desk  by  comparing  binding  slips  with 
charging  slips. 

7  File  alphabetically  such  slips  returned  from  bindery  as  will  be 
needed  as  patterns. 
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025.7     BINDING 

RULES  AND  SPECIFICATIONS,  NEW  YORK  STATE 
LIBRARY 

1  Color 

a  Use  the  following  colors  in  binding  books  in  the  various  lan- 
guages: 

light  brown    American  olive  Spanish          ;X>  >.J* 

dark  brown    English  light  green  Latin 

black  German  dark  green  Greek 

dark  blue        other  Teutonic     light  blue     other  Indo-European 
red  French  yellow           Semitic 

maroon  Italian  light  drab    other  languages 

For  books  bound  in  half  duck  use  light  brown  for  American  books,  dark 
brown  for  all  others. 

b     Bind  dictionaries  in  language  color  of  definition. 

c  Bind  double  dictionaries  of  English  and  other  language  in 
English  color;  e.g.  bind  German-English  and  English-German 
in  dark  brown. 

d  Bind  American  editions  of  English  books  in  American  color 
and  English  editions  of  American  books  in  English  color. 

e  Bind  translations  or  annotated  literary  works  in  language  color 
of  translation  or  notes. 

2  Style 

a     Bind  books  not  much  used  in  cloth,  unless  too  heavy. 

b     Bind  all  others,  except  very  heavy  books  and  law  books,  in  hslf 

Turkey  morocco. 

c     Bind  extra  heavy  books  in  half  duck. 
d     Use  American  russia  for  law  books  in  place  of  law  sheep. 

3     Lettering 

a     Letter    author's   surname   in  top   panel,  preceded  by  initials 

where  there  is  danger  of  confusing  with  better  known  author 

of  same  surname. 

b     Letter  title  in  second  panel,  including  title  of  periodical. 
c     Letter  editor,  if  needed,  in  third  panel. 
d     Letter  volume  number  in  large  arabic  figures  in  fourth  panel; 

e.  g.  12  not  Vol.  12.     Do  not  letter  copy  number. 
e     Letter  year,  number  of  volume  from  beginning  of  set,  number 

of  series  and  volume  of  series  in  the  following  form: 

1883  1880-84  f  1880,  81,  82,  83,  84 

298  5-9  5.  6,  7.  8,  9 

not    •{ 

SERIES    2  SERIES    2  j    2   SCHCS 

14  i-5  I1-  2'  3.  4,  5 
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/     Letter  call  number  in  bottom  broad  panel.     In  oversize  books, 

put  call  number  at  top  of  first  panel. 
g     Letter  "  N.  Y.  State  Library"  in  narrow  panel  at  bottom.     For 

books    in    Home    Education,    Library   School   collection    and 

Woman's  library  omit  "  N.  Y.  State  Library." 
h     Letter  two  books  bound  together,  with  author  of  first  book  in 

top  panel  and  its  title  in  second  panel;  in  third  panel,  letter 

author  and  title  of  second  book. 
i     If  volume   is  tbo  thin  to  be  lettered  across  the  back,  letter 

from  [top  to  bottom,  placing  call  number  at  bottom  of  book 

unless  oversize ;  see  sample  2c. 
j      Letter  all  oversize  books  to  be  shelved  on  their  sides  (i.  e.  x,  y 

and  z  books)   from  top  to  bottom,  call  number  being  at  the 

top ;  see  sample  id. 
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Sample  binding  slips 
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Binding  slips  are  filled  out  according  to  foregoing  directions  by 
binding  clerk.    See  Binding  routine  (p.  593)  no.  le. 


I    FRONT 


Binding  no.  817 

Volumes  2  Total  price 

Follow  exactly  arrangement  of  lines,  punctuation,  letter- 
ing, as  on  back  of  this  slip,  and  general  printed  directions 
on  separate  sheet. 

Color 

1  Light  brown  4  Red 

2  Dart  brown  5  Maroon 

3  Black         6  Oliie 

39  Dart  blue    7  Light  green  93 


mor. 


cloth 


Style 
£  duck 

Size 


Outside  hight  in  centimeters  must 

T       S      D      0     Q      F      F4 

15     17}  20    _25     30     35     40 

No  pattern 

Rush         Charge  to 

Remarks 


8  Dart  green 

91  Light  blue 

92  Yellow 

-99  Light  drab 

Am.  russia 


not  exceed 

F'    F'     F6 
45    50    60 
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2    BACK 

When  a  book  is  so  proportioned  as  to  be  improved  by  an  extra 
panel  a  blank  panel  is  inserted  below  the  fourth. 

a  Single  slip  used  for  more  than  one  volume  of  a  work ;  shows  also 
editors  and  volume  numbers  with  contents. 


Smith 


Dictionary 
of  the 
Bible 


A 

to 

Gennesaret 


Gennesaret 

to 
Market 


220.3 
Sm6 


N.  Y.  State  Library 
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6  Oversize  book  with  call  number  in  top  panel.  Shows  treatment 
of  official  author  heading  with  subhead  (Prussia — Statistisches 
bureau),  use  of  single  slip  for  more  than  one  volume,  also  vol- 
umes bound  in  parts. 


1898 

TfrPtl 


314-31 


Prussia 

Statistisches 

bureau 


Preussische 
statistik 


1902 
176™ 


N.  Y.  State  Library 


1903 


177 


pti 


6o4 


NEW    YORK    STATE    LIBRARY 

c    Thin  book  to  be  lettered  from  top  to  bottom. 


o 

•vl 

> 


0  N.  Y.  State  Library 


a  Lettered  across  or  lengthwise  on  book  according  to  binder's   judgment. 
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d     Oversize  book  to  be  "shelved  on  its"side.     Very  thin  books  let- 
tered in  one  line. 


x    o 

Cd  ^ 
oo     Mw 


w 

c 


N.  Y.  State  Library 


4     Serials 

Bind  all  covers  of  pamphlets  and  magazines  and  all  advertising 
leaves  in  regular  order,  except  for  periodicals  having  more  than 
20  pages  of  advertising  matter  to  a  number.  In  that  case 
leave  front  covers  in  place,  and  bind  all  advertising  matter  and 
back  covers  together  at  the  end;  but  if  periodical  volume  is  so 
thick  as  to  be  bound  in  two  parts,  bind  the  advertising  matter 
and  back  covers  in  a  separate  volume,  in  cloth  unless  too  heavy. 
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and  letter  "Advertisements  "  in  third  panel  and,  e.g.      £     in 

1 4'  '- 

fourth.  Do  not  letter  "  Text  "  or  "Pt i "  on  text  volume.  If 
text  mingles  with  advertising  matter  or  pages  with  it,  arrange- 
ment must  not  be  disturbed. 

b  Put  title-page  and  contents  at  beginning,  and  index  at  end, 
unless  so  printed  as  to  make  this  impossible.  (A  table  of  con- 
tents arranges  matter  in  order  of  occurrence  in  text;  an  index 
arranges  it  alphabetically.)  Indexes  must  go  at  end  even  if 
paged  with  title-page. 

c  If  one  number  makes  a  volume  leave  title-page  and  contents 
inside  the  covers. 

d  Where  two  separate  paginations  are  in  the  same  covers  keep 
each  pagination  together,  putting  all  front  covers  and  adver- 
tising leaves  with  the  first,  and  all  back  covers  and  advertising 
leaves  with  the  second  pagination. 

e  If  plates  are  numbered  consecutively  through  a  volume,  put 
them  together  at  end. 

/  If  plates  are  bound  separately,  bind  covers  and  advertising 
leaves  with  text. 

g     Bind  all  index  volumes  separately,  if  covering  several  volumes. 

h  Bind  separate  reports  by  decades;  e.  g.  1870-79,  1880-89,  un" 
less  too  thick,  when  bind  together  the  reports  for  five  years; 
e.  g.  1870-74,  1875-79,  etc. 

5     Sewing 

a    After  they  are  taken  apart,  collate  all  books  carefully.     With- 
out special  instructions,  bind  only  perfect  books. 
b     Mend  tears  with  transparent  adhesive  paper. 
c '   Use  Hayes's  Irish  linen  thread. 
d     Do  not  sew  backs  deeply. 

e     Sew  on  soft  twine  (or  on  tapes  when  so  instructed). 
/     Use  four-ply  for  all  books  under  35  cm;  for  35  cm  and  over,  use 

five-ply. 
g     Sew  every  volume  larger  than  20  cm  on  at  least  three  bands; 

sew  one  larger  than  25  cm  on  four  bands,  or  on  five  when  extra 

thick. 

h     Overcast  first  and  last  signature. 
*      Sew  "all  along  "  when  possible  without  using  too  small  thread. 

Regulate  size  of  thread  so  as  not  to  swell  the  back.     Thread 

must  encircle  each  band. 
;      Mount  thick  or  double  plates  on  guards.     Folding  maps,  etc. 

must  be  backed  or  jointed  with  muslin  when  so  instructed. 
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6     Forwarding 

a     Cut  books  as  little  as  possible.     Do  not  cut  manuscripts,  maps 

etc.     Do  not  trim  rebound  books  without  special  instructions. 
6     Without  thinning  or  scraping  lace  each  band  into  boards,  first 

cutting  a  groove  for  band  in  each  board  to  prevent  its  cutting 

off  in  "knocking  down." 
c     Use  Davey's  medium  tar  board. 
d     Use  marbled  paper  linings  and  sides  on  half  work.     Use  granite 

paper  on  cloth. 

e     On  half  work  use  vellum  corners  covered  by  paper  sides. 
/     On  all  leather  and  half  duck  work  use  only  tight  backs. 

7     Finishing 

a     Use  only  most  usual  form  of  roman  capitals  and  arabic  numerals. 
b     Never  use  roman  numerals,  German,  old  English  or  other  fancy 

type. 

c     Omit  punctuation  except  when  needed  to  avoid  ambiguity. 
d    Omit  all  tooling  on  backs  except  plain  gilt  cross  lines. 
'e     Put  plain  gilt  fillet  at  edge  of  morocco. 
/     Burnish  tops.     Do  not  sprinkle  edges, 
g     Do  not  use  false  raised  bands. - 

h    Use  silk  head  bands  in  bright  colors  on  leather  work. 
*     Letter  on  the  back.     Never  letter  on  labels  without  special 

instructions. 
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025.8  SHELF  DEPARTMENT 
READING   LIST 

*  prefixed  to  topic  or  article  indicates  required  reading. 
Call  number  for  Library  Journal   (L.J.)   030.5   L6iS,   Public    Libraries 
(P.L.)  020.5  P96. 

*General 

1895  Denver  —  Public  Library.  Public  Library  Hand-book, 
p.  118-22,  [Book  Numbers  and  Shelflist];  p.  150-55,  Dis- 
carding Books;  Taking  Account  of  Stock,  etc.  020.2  043 

1902  Plummer.      Hints     to    Small     Libraries,    ed.  3,    p.  17-18, 

Book-numbers;  p.  27-29,  Shelf  -list  and  Inventory. 

020.  2  ?732 

1903  Dana.      Library  Primer,  ed.3,  p.  73-75,   Care    of    Books; 

p.  91-93,  Author-numbers,  or  Book-marks;  The  Shelf  -list; 
p.ii3,-Checking  the  Library.  020.2 


Call  numbers 

1878  Schwartz.      A    Combined      System    for    Arranging     and 

Numbering.  L.J.  3:6-10 

Cutter.     Another  Plan  for  Numbering  Books. 

L.J.  3:248-51 

Schwartz.      Mr    Cutter's     Numbering     Plan.      L.J.  3:302 
Dewey     &       Cutter.       Numbering:     Rejoinders     to     Mr 

Schwartz.  L.J.  3:339-40 

1879  Edmands    &   others.     Plans  for    Numbering,  with  Especial 

Reference  to  Fiction.  L.  J.  4:38-47 

1886  Cutter.     Author-tables  for  Greek  and  Latin  Authors. 

L.  J.   ii  :28o-89 
Dewey.     Eclectic  Book-numbers.  L.J.   11:296-301 

1887  Cutter.     How  to  Use  Cutter's  Decimal  Author  Table. 

L.  J.  12:251-52 
Directions  for  using  first  edition. 

1892  *  Parker.     Peabody  Institute  System  of  Press  Marks. 

L.J.  17:233-34 

1893  *  Olin.  '  Order  Table  for  Collective  Biography. 

L.  J.  18:144 

*  Seymour.     Book  Numbers. 

Lib.  Notes,  v.3,  no.n,  p.  419-50.      020.5  L6n 
1896     *  James.     Simplicity  in  Call  Numbers.  P.L.  1:189 

*  Langton.     Systems  of  Shelf-notation.        L.J.  21:441-43 
1902     Daniels.     Author  and  Title  Marks  in  Fiction. 

P.L.  7:143-44 
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Marking  books 

1893     *  Seymour.     Marking.  <•??: 

Lib.  Notes,  v.3,  no.n,  p. 426-28.  020.5  L6i  i 

1898  *  Canfield.A.  C.    Book  Marking  without  Labels.  P. L. 3:377 

1899  Lane,  L.  P.     Typewritten  Book  Labels.  P.  L.  4:443 

Shelflist 

See  also  under  025.2  Accession  department.     Reading  list.     Accession  book. 
1882     Schwartz.     New  Form  of  Shelf-list.  L.  J.  7:251-53 

1895     *  Austin.     Combination  Order'  and  Shelf-list  Slip. 

L.  J.  20:49-50 
1899     *  Fellows.     [Shelf  Listing  for  Small  Libraries] 

L.  J.  24:6  69  or  P.  L.  4:264 
*  Crawford.     Shelf -list.  P.  L.  4:381-83 

1904  *  Dewey.'    Card  shelf -list.  P.  L.  9:281-82 

*Contagion 
1903     Contagious  Diseases  and  Library  Books.  P.  L.  8:427-28 

1905  Contagion  from  Library  Books.  P.  L.    10:96 
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i 

025.8     SHELF   DEPARTMENT 
EXERCISE  IN  ASSIGNING  BOOK  NUMBERS 

Corinne  Bacon 

Consult  Decimal  Classification  for  meaning  of  class  numbers.  Pencil 
book  numbers  under  class  numbers.  Assign  numbers  from  Cutter  tables 
revised  by  K  .  .  E.  Sanborn,  using  two  figures  of  Cutter  number  and  being 
guided  by  third  figure  in  tables  if  another  figure  is  needed  to  distinguish . 

/ 

017.1  Fitchburg — Public  Library.     Catalogue 

133.4  Drake,  S.  G.     Witchcraft  Delusion 

220  H'omo.     Critical  Study  of  the  Holy  Scriptures 

312  Hubner.     Tableau  statistique 

411.1  Lepsius.     Standard  Alphabet.     1867 

133.4  Upham.     Salem  Witchcraft 

417  Wright,  A.     Court  Hand  Restored 

378.744  Amherst  College.     Triennial 

878.9  Varro.     De  lingua  Latina 

018.3  Dent.     Catalogue  of  his  Library 

218  Alger.     Doctrine  of  a  Future  Life 

312  Hazlitt.     Reply  to  the  Essay  on  Population 

019.1  Brooklyn  Mercantile  Library.     Catalogue 

220.3  Smith,  William.     Dictionary  of  the  Bible 

504  Humboldt.     Views  of  Nature.     1850 

220.9  Smith,  James.     Voyage  of  St  Paul 

923.142  Victoria,  queen  of  Great  Britain.     Leaves  from  the 

Journal  of  our  Life  in  the  Highlands 

923.17  Brooks.     Abraham  Lincoln 
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328.7475  N.  Y.    (State) — Legislature.     Clerk's    Manual,    1855- 
date 

418  Murray,  J.  A:  H:     Handbook  of  Travel-talk 

320.1  Lieber.     Civil  Liberty 

504  Herschel.     Familiar  Lectures.     1872 

509  Buckley.     Short  History  of  Natural  Science.     1876 

822.33  White.     Essay  on  the  Authorship  of  King  Henry  the 
6th 

822.33  Shakspere.     Poems 

924  Watson.     Life  of  Person 

645  Shaw.     Specimens  of  Ancient  Furniture.     1836 
823.89  Borrow.     Lavengro 

923.17  Bancroft.     Martin  Van  Buren 

923.17  Lodge.     George  Washington 

888.9  Arrianus.     Ponti  Euxini 

823.89  Borrow.     Romany  Rye 

429.82  Shute.     Manual  of  Anglo-Saxon 

535.8  Heather.     Optic  Instruments.     1879 

330  Smith,  Adam.     Wealth  of  Nations.     1789 

330  Smith,  Adam.     Wealth  of  Nations.     1814 

330  Smith,  Adam.     Wealth  of  Nations.     1828 

974.34  Gridley.     History  of  Montpelier  Vt. 
813.49  Taylor,  B.     Story  of  Kennett 
928.27  Thackeray.     English  Humourists 

646  Rimmel.     Book  of  Perfumes.     1865 
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813.25  Ware .     Zenobia 

342-733  Tocqueville.     Democracy  in  America 

150  Hickok.     Empirical  Psychology 

929.3  Weaver.     Wells  Wills 

914  Longfellow.     Outre-mer 

974.8  P,  W.     Letter  from  a  Gentleman  at  Elizabeth-town 
655  Knight.     Old  Printer.     1854 

572  Campbell,  J:  Negro  Mania.     1851 

823.79  Southey.     The  Doctor 

093  Humphreys.     Masterpieces  of  the  Early  Printers 
192.1  Bacon.     Complete  Works,  without  notes 

232.9  Andrews,  S:  J.     Life  of  our  Lord 

544.6  Roscoe.     Spectrum  Analysis.     1872 

094  Caxton.     Game  of  the  Chesse 
352.0744  Cambridge  Mass.     Charter.     1857 
378.42  Foster.     Alumni  Oxonienses 

655  Humphreys.     History  of  the  Art  of  Printing.     1867 

438.7  Woodbury,  W.  H.     Eclectic  German  Reader 
232.9  Renan.     Life  of  Jesus 

549.09  Moore.     Ancient  Mineralogy.     1859 

326.97  Helps.     Conquerors  of  the  New  World 

245.7  Tommaso  da  Celano.     Dies  irae 

476  Anthon.     System  of  Latin  Prosody 

923.142  Daniel.     Life  of  John,  King  of  England 
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923.142  Godwin.     Annals  of  the  Reign  of  Queen  Mary 

923.142  Aytoun.     Life  and  Times  of  Richard  I 

923.142  More.     Life  of  Richard  III 

817.24  Irving.     Works,  complete  without  notes 

914.358  Brown,  J:  R.     American  Family  in  Germany.     1886 

012  Ford.     Benjamin  Franklin  Bibliography 

914.4  PreVost.     France 

68 1  Denison.     Treatise  on  Clocks.     1868 

914.41  Trollope,  T:  A.     Summer  in  Brittany 

355  Hallock.     Elements  of  Military  Art 

822.33  Halliwell.     List  of  Shakespere's  Works 

914.41  Weld,  C:  R:     Vacation  in  Brittany 

822.33  Shakspere.     Merchant  of  Venice;  ed.  by  Hudson 

361  Cammann.     Charities  of  New  York 

296  Stanley,  A.  P.     History  of  the  Jewish  Church 

490.6  Royal  Asiatic  Society.     Journal 

353.97816  Kansas — Adjutant  general.     Biennial  Report 

571  Dawson.     Fossil  Men.     1880 

914.436  Jarves.     Parisian  Sights 

671  Chaffers.     Hall  Marks  on  Gold  Plate.     1868 

225.48  Alford.     Greek  Testament 

520.9  Loomis.     Recent  Progress  in  Astronomy.     1853 

422  Swinton.     Rambles  among  Words 

923.1431  Carlyle.     History  of  Frederick  II  of  Prussia 
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636.1  Daumas.     Horses  of  the  Sahara.     1863 

443.1  Harris,  J:     Idiomatic  Phrases.     1673 
923.142  Daniel.     Life  of  Stephen,  King  of  England 

178.7  Fairholt.     Tobacco,  its  History 
551.55  Riddington.     Sailor's  Horn-book.     1848 
686  Cundall.     On  Ornamental  Art.     1848 

010.8  Beloe.     Anecdotes  of  Literature 

r 

923.142  Abbott.     Life  of  William  the  Conqueror 

923.142  Hay  ward.     Life  of  William  II,  King  of  England 

923.142  Dilworth.     History  of  William  III 

923.142  Wright.     Life  and  Reign  of  William  IV 

330.2  McVicar.     Outlines  of  Political  Economy 
260  Cogswell.     Harbinger  of  the  Millennium 
443.2  Fleming,  C:     Royal  Dictionary 

820.9  Craik.     History  of  English  Literature 

551.7  Davison.     Story  of  the  Earth  and  Man.     1873 

285.8744  Buddington.     History  of  First  Church,  Charlestown 

914.36  Badeker.     Southern  Germany 

178.7  Fierce.     Du  tabac 

697.1  Edwards.     Our  Domestic  Fire-places.     1870 

012  Westwood.     Chronicle  of  the  "Compleat  Angler  " 

914.36  Trollope,  F.  M.     Vienna  and  the  Austrians 

821  Hazlitt.     Select  Poets  of  Great  Britain 

335-973  Nordhoff.     Communistic  Societies  of  the  United  States 
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270  Milman.     History  of  Latin  Christianity 

821.17  Chaucer.     Poetical  Works,  complete  with  notes 

476.8  Chastillon.     Gradus  ad  Parnassum 

551.96  Dana.     Corals  and  Coral  Islands.     1872 

697.1  Putnam.     Open  Fire-places.     1881 

813.49  Crawford.     Doctor  Claudius 

813.49  Crawford.     Katharine  Lauderdale 

821.81  Tennyson.     Idylls  of  the  King 

821.81  Littledale.     Essays  on  Tennyson's  Idylls  of  the  King 

821.81  Jones.     Growth  of  the  Idylls  of  the  King 

027.5741  Maine  —  State  Library.     Report 

329.01  Clay.     Ashland  Text-book.     1844 

329.01  Horton.     Whig  Banner.     1844 

329.01  New  England  Democrat.     F4.     1844-45 

017.1  Xenia    (O.)    Library    Association.     Finding    List.     Q. 


017.1  Xenia    (O.)    Library   Association.     Finding   List.     Q. 


923.142  Martin.     Life  of  Albert,  Prince  Consort.     O 

923.142  Visit  of  Prince  of  Wales  to  America,  1859 

923.17  Lossing.     Martha  Washington 

379.747  Cole  &  Hailes.     Public  Schools  of  Albany.     Q 

612  Dunglison.     Human  Physiology.     1832 

612  Dunglison.     Human  Physiology.     Ed.  4.     1841 

612  Dunglison.     Human  Physiology.     Ed.  7.     1850,  "' 
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071  Chatham  Courier.     F8 

071  Chatham  Republican.     F' 

071  Chicago  Evening  Journal.     F7 

726.1  Chipiez  &  Perrot.     Le  temple  de  Jerusalem.     F' 

912.753  U.  S. — Coast  and  Geodetic  Survey.     King  Plats  of  the 

City  of  "Washington.     F11 

017.1  Denver,  City  Library.     Finding  List 

017.1  Denver,  City  Library.     Finding  List:  supplement 
051  Atlantic  Monthly 

051  Atlantic  Monthly:  index,  v.  1-38 

051  Atlantic  Monthly:  index,  v.  1-62 

020.7  N.Y.  (State) — Library  School.     Examination  Papers 

822.33  Shakspere.     Hamlet 

170.9  Lecky.     History  of  European  Morals 

923.17  Everett.     Life  of  Washington 

636.7  Berjean.     Varieties  of  Dogs.     1863 

321.2  Maine.     Village  Communities 

177.8  Zimmerman.     Solitude 

923.27  Webster,  D.     Private  Correspondence 

9 28. 2^  Milman.     Life  of  Gibbon 

636.9  Marsh.     The  Camel.     1856 

423  Richardson,  C:     New  Dictionary 

923.1454  Gilbert.     Lucrezia  Borgia 

973.1  L.     Letter  of  Columbus  to  Luis  de  Santagel 
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520.9  Lewis.     Historical  Survey  of  Astronomy.     1862 

923.57  Leake.     Memoirs  of  Gen.  John  Lamb 

920.4  W,  W.  S.     Joshua  B.  Lippincott,  a  Memorial  Sketch 

09 1  Emerson.     Old  Age 

220.52  Holy  Bible 

427.9  Bartlett,  J:  R.     Dictionary  of  Americanisms.     1872 

523.13  Proctor.     Other  Worlds  than  Ours.     1870 

336.747  N.  Y.  (State) — Comptroller.     Tax  Sale 

336.747  N.  Y.  (State) — Comptroller.     Annual  Report 

016.97  Stevens,  H:     Historical  Nuggets 

914.436  Jerrold.     At  Home  in  Paris 

370.1  Richter,  J:  P.  F.     Levana 

822.33  Shakspere.     Hamlet;  with  notes  by  Kellogg 

485  Sophocles.     Greek  Grammar 

027.04  Edwards.     Libraries  and  Founders 

393  Stone,  E..     God's  Acre 

297  Koran 

822.33  Shakspere.     Merchant  of  Venice;  ed.  by  Rolf e 

052  Westminster  Review 

297  Mills.     History  of  Mohammedanism 

051  North  American  Review 

027.742  Macray.     Annals  of  the  Bodleian  Library,  Oxford 

975-5  Waddell.     History  of  Augusta  County,  Va. 
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207.747  Prentiss.     Fifty  Years  of  the  Union  Theological  Sem- 
inary 

929.3  Bain  &  Rogers.     Diocesan  Registers  of  Glasgow 

506  Royal    Society    of    London.     Philosophical    Transac- 
tions.    1665 — date 

929.726  Foster.     Visitation  of  Yorkshire 

285.17471  New  York,  Fifth  Avenue  Presbyterian  Church.     Brief 
History 

551  Lyell.     Principles  of  Geology.     1872 

192.2  Locke.     Works,  complete  without  notes 
659  Larwood.     History  of  Signboards.     1866 

598.6  Elliot.     Monograph  of  the  tetraoninae.     F7.     1864-65 

018.3  Kloss.     Catalogue  of  his  Library 

820.8  Knight,  C:     Half -hours  with  the  Best  Authors 

240  Taylor,  J.     Whole  Works,  with  notes 

330  Bo  wen.     Principles  of  Political  Economy 

914.358  Head.     Bubbles 

328.7479  Tanner,  H.  C.     "The  Lobby."     1888 

352.0747  Albany.     Manual  of  Common  Council.     1872 

091  Chatterton,  Thomas.     Poems 

647  Servants'  Practical  Guide.     1880 

178.7  Mussey.     On  the  Influence  of  Tobacco 
230  Shedd.     History  of  Christian  Doctrine 
535.84  Lockyer.     Spectroscope.     1871 

697.8  Ainslie.     Smoking  Fires.     1869 
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575.4  Wallace.     Contributions    to    the    Theory    of    Natural 
Selection.     1870 

720.942  Carter.     Ancient  Architecture  of  England.     F^ 

912.747  Beers.     Atlas  of  the  Hudson  River  Valley.     F§ 

912.747  Burr.     Atlas  of  the  State  of  New  York.     F« 

912.747  Bien.     Atlas  of  the  State  of  New^York.     F7 

342.429  Brougham.     British  Constitution 

822.33  Clarke.     Concordance  to  Shakespeare 

489  Leake.     Researches  in  Greece 

571  Stevens.     Flint  Chips.     1870 

914.49  Hughes,  J.     Itinerary  of  Provence 

343.1  Horsmandon.     New  York  Conspiracy 

015.42  Ames,  J.     Typographical  Antiquities.     Q 

914.369  Wilkinson,  Sir  J:  G.     Dalmatia 

•  ••  . .1*  i> .  { ..    , „/  j. ,   '  -i-  •<'  it  .,  .•  . 

341  Woolsey.     International  Law 

275-3  Wright,  T:     Early  Christianity  in  Arabia 

822.33  Hazlitt.     Character  of  Shakespeare's  Plays 

914.391         Paget.     Hungary 

282  Ranke.     History  of  the  Popes 

485  Smithers.     Classical  Student's  Manual.     1832 

557.47  Hall.     Geology  of  New  York.     1843 

178.7  Heurieck.     Du  tabac 

016  Dibdin.     Library  Companion 

607.52  Japan  Engineering  College.     Calendars 
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621.1  Reid.     Steam  Engine.     1851 

320.2  Politics  for  Americans 
420.4  Alford.     Queen's  English 

929.2  Raymond.     Gray  Genealogy 
974.46  Gilman.     Story  of  Boston 
052  Athenaeum 

621.94  Taylor.     Lathe  and  its  Uses.     1869 

052  Edinburgh  Review 

220.85  Tristram.     Natural  History  of  the  Bible 

136.3  Galton.     Hereditary  Genius 

420.4  Gould,  E:  S.     Good  English 

510.8  Heather.     Treatises    on    Mathematical    Instruments. 

1870 

308  Adams,  J:     Works,  complete  without  notes 

052  Notes  and  Queries 

628.14  King.     Croton  Aqueduct.     1843 

138  Darwin.     Expression  of  the  Emotions 

420.9  Marsh,  G:  P.     Lectures  on  the  English  Language 
974.71  Todd,  C:  B.     Story  of  the  City  of  New  York 
929.2  Dyer.     Brief  History  of  the  Joy  Family 

929.2  Pierce.     Pearce  Genealogy 

520.2  Drew.     Manual  of  Astronomy.     1870 

815.31  Everett.     Orations  and  Speeches 

628.8  Edwards.     On  the  Ventilation  of  Buildings.     1868 


LECTURE   OUTLINES    AND    PROBLEMS    2 


623 


025.8   SHELF   DEPARTMENT  * 

BISCOE   TIME   NUMBERS 

Reprinted  from  Library  Notes,  Oct.  1893,  v.3,  no.n,  p. 424-26. 
A   fuller    explanation   is    given    in   Library   Journal,   Sep. -Oct.   1885, 
10:246-47. 

i     Plan 

This  scheme  provides  for  arranging  books  by  years  from  1000  B.C.- 
2000  A.D.  Each  number  consists  of  a  single  initial  letter 
followed  by  figures  and  these  again,  if  need  be,  by  letters.  Any 
year  of  the  igth  and  2Oth  centuries,  in  which  the  greater  pro- 
portion of  our  books  belong,  is  designated  by  a  letter  and  single 
figure.  For  the  three  preceding  centuries  a  letter  and 
two  figures  are  needed,  only  incunabula  and  ancient  writings 
requiring  a  letter  and  three  figures.  Few  characters  are  wasted 
for  the  period  when  few  books  were  written,  as  A,  B  and  C 
cover  the  years  to  A.D.  1499. 

To  D,E,F,  which  stand  for  centuries,  two  figures  must  be  added, 
the  number  for  a  book  published  in  1652  being  £52;  in  1507, 
007. 

B,  covering  the  first  10  centuries  and  C,  covering  five  centuries, 
must  be  followed  by  three  figures;  thus  a  book  issued  in  1472 
would  be  numbered  €472. 

Table 

N  1870-79! 

O  1880-89 

P  1890-99 

Q  1900-9 

R  1910-19 

S  1920—29 

T   1930-39  Y*  figure 
U   1940-49 

v    1950-59 

W  1960-69 

X  1970-79 

Y  1980-89 

Z  1990-99 

a     Directions 

American  books  take  their  numbers  from  the  last  copyright  date; 
English  and  other  foreign  books,  from  date  of  publication; 
e.g.  Dana's  Text  Book  of  Geology,  Phil.  1864,  copyright  '63, 
has  as  its  book  number  M3 ;  edition  2  of  the  same  book  pub- 


A 

B.C. 

B 
C 

A.D.  1-999  )       £ 

y  >  •*  figures 
1000-1499  ) 

D 

1500-99 

E 

1600-99 

•  2  figures 

F 

1700-99 

G 

1800—9 

H 

1810-19 

I 

1820—29 

J 

1830-39 

•  i  figure 

K 

1840-49 

L 

1850-59 

M 

1860-69  J 
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lished  and  copyrighted  in  1874  is  N4.     Weller's  Portable  Atlas 
of  Physical  Geography,  Lond.  1873,  is  N$. 

A  series  or  set  takes  its  Dumber  from  the  first  volume,  even  though 
that  may  be  lacking  in  the  library  set;  e.g.  Popular  Science 
Monthly,  v.  10-20,  is  N2,  the  date  of  v.i  not  of  v.io.  When 
more  than  one  work  in  the  same  class  calls  for'  the  same 
number,  these  numbers  are  differentiated  by  adding  lower  case 
letters;  e.g.  Bradbury  .&  Emery's  Academic  Algebra,  Wells's 
Short  Course  in  Higher  Algebra  and  Sensenig's  Numbers  Uni- 
versalized, all  published  in  1889  call  for  Og.  Supposing  the 
books  to  come  into  the  library  in  the  above  order,  Bradbury 
would  be  Og;  Wells,  Oga;  Sensehig,' Ogb.  These  letters  are 
.  added  arbitrarily  in  the  order  the  books  are  received  without 
regard  to  alphabetic  arrangement.  In  a  closely  classed  library - 
additions  to  final  subdivisions  are  seldom  more  than  one  a 
year.  In  .the  exceptional  cases,  use  of  a  letter  allows  for  26 
additions ; .  the  numbers  therefore  are  neither  long  nor 
complicated. 

If  in  doubt,  an  approximate  date  may  be  used  and  corrected  later 
when  full  information  is  acquired.  Hunting  down  obscure 
dates  consumes  much  time  arid  in  the  average  library  is  not 
worth  what  it  costs.  L  alone  would  mean  a  book  published 
somewhere  in  the  '505  of  the  igth  century,  and  Fg  one  of 
the  last  decade  of  the  i8th  (Fog  being  the  mark  for  1709). 
This  occasional  uncertainty  is. analogous  to  the  case  of  anony- 
mous and  pseudonymous  books  in  an  author  arrangement. 

Dates  B.C.  may  be  treated  in  any  one  of  the  three  ways  suggested 
below.  If  numbers  are  given  from  date  of  writing  or  first 
publication  there  will  be  a  few  A  books;  but'  if  from  date  of 
printing  or  copyright,  none  at  all.  Of  the  three  ways  of  treat- 
ing dates  B.C.  the  best  is: 

1  Subtract   the   decade  B.C.  from  99   and  use   the   resulting 
number,  thus  securing  correct  order  with  a  shorter  number 
than  in.  2.     This   approximate   date  is   sufficiently   close, 
since  the  exact,  year  of  writing  is  difficult  to  determine  and 
the  number  of  books  in  any  subject  in  a  single  decade  small. 

The  alternatives  are : 

2  Subtract  the  date   B-.'C.  from    1000  and   use  'the  resulting 
number,  which  %will.  secure  proper  sequence. 

3  Use  the  actual  B.C.  date,  since  among  so  few  books  no 
great  confusion  would,  result 'from  thus  inverting  the  regular 
order. 
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Resulting  numbers  would  then  be : 

Date  B.  C.  Corresponding  book  number 

COMPLEMENTARY 
DECADE    (1)  TEAR    (2)  ACTUAL    DATE    (3) 

Correct  order  Inverted  order 

999  Aoo  Aooi 

563  A43  A437 

73  A92  A927 

45  AQS  AQSS  A4s 
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LOWER  CASE  LETTERS  IN  BOOK  NUMBERS,  NEW  YORK 
STATE  LIBRARY 

Cutter  numbers  in  New  York  State  Library  are  assigned  from  first 
edition  of  Cutter  tables  and  are  thus  given  in  the  following  examples ;  in 
practice  work  Library  School  students  use  Cutter  tables  revised  by  K.  E. 
Sanborn. 

i     Time  numbers 

Works  in  same  class  that  call  for  same  number  are  differentiated 
by  adding  to  time  number  lower  case  letters,  a,  b,  c  etc.  See 
p.  624. 

2     Special  author  numbers 

a  In  general  when  special  number  is  a  capital  letter  only,  the 
figures  i,  2,  3  etc.  are  added  for  subsequent  books;  e.g.  D,  Di, 
02.  If  number  covers  many  works,  the  figure  i  may  be  added 
for  second  work  as  above,  and  for  subsequent  works  i  and 
initial  of  editor  or  translator;  e.g.  D,  Di,  Dis. 

b  When  special  number  is  a  capital  letter  and  figure,  lower  case 
letter  of  editor's  or  translator's  name  is  used  to  distinguish  two 
editions  of  same  work;  e.g.  R6s,  R6si,  R6s2,  R6t.  No 
attempt  is  made  to  keep  together  editions  by  same  editor. 
Book  number  for  an  edition  of  Macbeth  by  Rolfe  would  be 
T$r,  the  next  by  Reynolds,  Tsn,  another  by  Rolfe,  Tsr2 
etc.  If  no  editor  appears,  initial  of  publisher's  name  or  x,  y,  z 
is  used;  e.g.  R6x.  When  sure  that  there  will  be  many  edi- 
tions of  same  work,  lower  case  letter  may  be  added  to  first 
book. 

3     Library  School  theses  and  bibliographies 

Bound  theses  and  bibliographies  of  New  York  State  Library  School 
are  differentiated  by  lower  case  initials  of  authors;  e.g.  thesis, 
020.7  NOis,  NOiw;  bibliography,  020.7  NO2S,  NO2W. 

4    International  congresses 

Cutter  number  for  name  of  congress,  differentiated  by  lower  case 
initials  of  authors. 

5     American  local  government 

Lower  case  letters  are  used  for  official  publications  under  American 
local  government  numbers,  according  to  the  following  table 
originally  printed  in  Library  Notes,  Oct.  1893,  v.3,  no.n, 
p.436. 
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Under    352.07    further   subdivided    to   state,   Cutter   number   is 
assigned  for   cities  and  towns  to  bring  them  into   alphabetic 
arrangement.     Beyond  this  are  added  as  follows: 
a  Charters;  e.g.  Charter  of  Worcester  Mass.  352.0744  W8ga 
b  State  laws  relating  to  city 
d  Municipal  reform;  investigations 

e  Mayor's  message;  reports  of  town  officers 

Official  documents  when  published  in  sets  are  put  here. 

i  Aldermen 

k  Common  council ;  journal ;  municipal  register ;  manual ;  opin- 
ions of  council.     Law  department  report 
n  Supervisors 

o  Ordinances;  bylaws;  code 
u  History 

v  [N.Y.  City  Record] 
y  General 

6    Fiction  and  poetry 

In  case  of  authors  not  brought  out  in  the  classification,  second  and 
subsequent  books  by  same  author  are  differentiated  by  adding 
to  Cutter  number  lower  case  initial  of  title.  When  there  are 
likely  to  be  many  books  by  same  author,  lower  case  letter  for 
first  book  is  added;  e.g.  Crawford,  Sant'  Ilario  813.49  C85S. 

This  method  may  be  adopted  in  any  class  in  which  the  number  of 
books  makes  it  necessary;  e.g.  244,  814.39,  814.49,  817.39, 
817.49,  818,  818.2,  818.39,  818.49,  824.79,  824.89. 

7     Biography . 

When  there  are  many  lives  of  a  person,  as  in  case  of  Columbus  and 
rulers,  the  number  for  biographee  is  followed  by  lower  case 
initial  of  author;  otherwise  the  first  life  has  number  only, 
e.g.  Memoirs  of  the  Life  of  Henry  Van  Schaack  923.57  ¥36. 

8     Regimental  histories 

For  regimental  histories  in  the  Civil  War  (9 7 3. 7 44-. 7 49)  book  num- 
bers are  assigned  by  scheme  printed  in  the  sixth  edition  of  the 
Decimal  Classification,  a,  b,  c  etc.  being  added  to  distinguish 
different  histories  or  editions;  e.g.  histories  of  the  25th  Massa- 
chusetts infantry,  973.7444' 525,  973.7444  J25a. 

9  Figures 

In  other  cases  figures  are  added  to  distinguish  in  the  same  class 
number  •:..,•,;. 

a  Different  books  by  same  author 
b  Different  editions 
c  Books  by  different  authors 
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025.8  SHELF  DEPARTMENT 
BOOK  NUMBERS  FOR  SPECIAL  AUTHOR  LIBRARY 

For  all  authors  having  special  numbers  in  the  classification  D-N  are  used, 
and  O-Z  as  far  as  special  schemes  have  been  worked  out,  A-C  being  used 
only  for  authors  for  whom  the  library  wishes  to  keep  all  its  material  to- 
gether, e.  g.  Shakspere,  G5the,  Dante. 

A  Bibliography.     Authorship  controversies 

B  Biography 

C  Biographical  collateral 

D  Higher  criticism 

E  Minor  criticism  (textual) 

F  Sources;  allusions;  learning 

G  Miscellany;  concordances;  societies  etc. 

H  Quotations,  tales  and  plays  from,  adaptations,  condensations 

etc. 

I  Complete  works  without  notes 

J  Complete  works  with  notes 

K  Complete  works  in  translations 

For  living  authors  put  works  complete  to  date  with  the  I,  J  and  K. 

L      Partial  collections  without  notes 
M      Partial  collections  with  notes 
N      Partial  collections  in  translations 
O-Z  Individual  works 

Shakspere  scheme 

A  to  N  are  assigned  as  above. 

0  Comedies  S  Tragedies 

01  All's  Well  that  Ends  Well  Si  Antony  and  Cleopatra 
03  As  You  Like  It  83  Coriolanus 

05  Comedy  of  Errors  85  Cymbeline 

O;  Love's  Labor  Lost  87  Hamlet 

Pi  Measure  for  Measure  Tr  Julius  Caesar 

P3  Merchant  of  Venice  T3  King  Lear 

?5  Merry  Wives  of  Windsor  TS  Macbeth 

?7  Midsummer  Night's  Dream  Ty  Othello 

Qi  Much  Ado  about  Nothing  Ui  Pericles 

Q3  Taming  of  the  Shrew  U3  Romeo  and  Juliet 

Q5  Tempest  Us  Timon  of  Athens 

Q7  Twelfth  Night  Uy  Titus  Andronicus 

Ri  Two  Gentlemen  of  Verona  Vi  Troilus  and  Cressida 

R3  Winter's  Tale  W  Histories 
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Wi  Henry  4  X$  Richard  3 

W3  Henry  5  Yi  Poems 

W$  Henry  6  ¥3  Venus  and  Adonis 

W7  Henry  8  Y$  Lucrece 

Xi    King  John  Yy  Sonnets 

X3   Richard  2  Z  Spurious  works 
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029.3  CLIPPINGS 

ARRANGEMENT  OF- CLIPPINGS,  NEW  YORK  STATE 

LIBRARY 

1  Classify  like  books  and  arrange  in  order  of  class  numbers. 

2  Consult  clippings  decisions  at  beginning  of  class  number  in 
L  (vertical)  file  to  see  if  special  arrangement  is  required.     In 
making  first  sheet  under  new  number  or  in  case  of  doubt  con- 
sult person  in  charge. 

Usually  under  class  arrange: 
a  Chronologically 
b  Alphabetically  by  name  of  paper 

3  Write  class  number  in  black  ink  in  upper  right  corner  of  recto 
of  a  25x20  cm  punched  manila  sheet,  ^  cm  from  each  edge. 
If  a  subhead  is  needed  letter  it  below  the  class  number;    e.g. 

012  020 . 7  024 

Washington  Pratt  institute  Boston — Public 

1871 

4  Letter  on  sheet  at  head  of  article,  name  and  date  of  paper 
from  which  clipping  is  taken. 

a  Letter  neatly  and  not  too  large. 

b  Follow  Library  School  Rules  tor  capitalization. 

c   Use  L.B.  dates  without  punctuation;   e.g.  12  Je  01  not  12  Je. 

'01.    See  Library  School  Rules,  1899,  p.  39. 
d  Omit  punctuation  at  end  of  lines  except  after  abbreviations. 

5  Before  trimming  a  clipping  see  whether  there  is  any  matter  on 
back  which  should  be  preserved.     If  so  leave  margin  for  a 
hinge.    See  Rule  6b. 

6  a  Usually  paste  only  edges  of    clippings.      (Use  Day's  white 

paste.)  Mount  on  both  sides  of  sheet.  If  clipping  runs  over 
a  sheet  tie  sheets  together  and  number.  Mount  illustrations 
valuable  enough  to  keep,  at  end  of  article  if  they  interfere 
with  columns. 

b  If  there  is  material  to  be  preserved  on  both  sides  of  clipping 
tip  in  and  fold. 

7  Leave  2^  cm  margin  on   punched  edge  and,  if  possible,  £  cm 
on  outer  edge.  '  Leave  2  cm  margin  at  top  and  £  cm  at  bottom 
of  each  page,  also  2  cm  between  clippings. 

8  Arrange  sheets  in  L  file  by  class  numbers  and  subheads. 

9  a  When  there  are  enough  clippings  on  one  topic  put  into  a 

binder,  dividing  at  end  of  a  year. 
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/>  Shelflist  binder  like  pamphlet  boxes,  without  accessioning 
penciling  "cl."  (clippings)  on  shelflist  in  accession  number 
column. 

c  Prepare  fresh  sheet  and  letter  "Vol.2"  at  top  of  page  in 
middle.  When  enough  sheets  have  accumulated  in  L  file  to 
fill  another  binder,  treat  as  vol.2. 

Use  red  backed  binders  }  cm  thick,  fastening  sheets  with  McGill 
patent  fasteners,  flat  heads,  no.  4.  (BlacJ<  backed  binders  are  used 
for  pamphlets.)  Binders  cost  about  $7.50  a  too;  fasteners  with  i 
inch  shank,  §2.50  a  1000.  i 

Label  clippings  binders  like  pamphlets  binders  with  5x7^  cm 
blue  tinted  labels.    Paste  label  on  front  cover  near  back,  plac- 
ing lower  edge  of  label  5  cm  from  bottom  of  binder. 
Stamp  "Clippings"  on  label  below  subject  or  title;  e.g. 


12 


Boston  public  library 
Clippings 


027.4744 
B65 


Mount  blanks  and  forms  by  subject  on  separate  sheets,  follow- 
ing same  general  rules.  In  L  file  arrange  sheets  containing 
blanks  before  those  containing  clippings. 


INDEX 


The  superior  figures  tell  the  exact 
means  page  600,  beginning  in  the 
one  third  of  the  way  down. 

Accession  book,  54o6-4i3 

Accession  department,  annuals  check 
list  routine,  56s1-677;  gift  list  rou- 
tine, 569'-? i2;  gift  requests  and 
acknowledgments,  573'-749;  order 
section  routine,  5  43 '-44* ;  sug- 
gested order  routine  for  small 
library,  S471;  reading  list,  5371-4i3; 
serials,  55i1-532;  serials  check  list 
routine,  5551-63*;  stamping,  plat- 
ing, pocketing  and  labeling,  549*- 
So9 

Annuals  check  list  routine,  5651-677 

Binding,  finishing,  6o72;  forwarding, 
6071;  rules  and  specifications,  599'- 
6oo3;  sample  slips,  6o32-5;  serials, 
563',  6o58-66;  sewing,  6o65 

Binding  routine,  5931-953;  suggested, 
for  small  library,  597* 

Biscoe  time  numbers,  6 23^2 52 

Book  buying,  537s 

Book  numbers,  exercise  in  assigning, 
6n1-2i9;  time  numbers,  623!-2S2; 
lower  case  letters  in,  62 7 '—2 8";  for 
special  author  library,  629l~3o2 

Book  plates,  5392 

Cataloguers,  directions  for,  S751-78* 

Cataloguers  reference  books,  name 
list  abbreviations  for,  579'-8o* 

Cataloguing,  575'-899;  advanced, 
589';  elementary  course,  outline 
of,  587'-884;  unbound  pamphlets, 
58i1-825;  rules,  comparative  study, 
589';  sample  slips,  582e-869 

Classification,  practice  work,  59 11-^' 

Clippings,  arrangement  of,  631 '-3 2° 

Collation  of  books,  538* 

Copyright,  5398~4o2 


place  on  the  page  in  ninths;  e.  g.  6oos 
third   ninth   of   the  page,  i.  e.  about 

Duplicates,  disposal  of,  539';  serials, 
5635 

(Sift  list  routine,  5691-7i2 

Gifts,  serials,  559";  requests  and  ac- 
knowledgments, 573l-749 

Government  publications,  distribu- 
tion, 54<D3 

Labeling,  55o2 

Order  section  routine,   543I-449;  for 

small  library,  547' 
Ownership,  marks  of,  5391 

Pamphlets,  unbound,  cataloguing, 
58i1-825 

Plating,  549" 

Pocketing,  550' 

Prices,  5377~388 

Publishers,  prices,  537T~388;  abbre- 
viations for,  5451 

Reference  books,  cataloguers,. name 

list  abbreviations  for,  S791-8o9 
Replacements,  54 13 

Serials,  accession  department,  55  il- 
S32;  binding,  6o58-68;  cataloguing, 
5778-784;  check  list  routine,  5551- 
639 

Shakspere  scheme,  6298-3o2 

Shelf  department,  reading  list,  609'- 
io4 ;  exercise  in  assigning  book  num- 
bers, 6u1-2i9;  Biscoe  time  num- 
bers, 623J-252;  lower  case  letters 
in  book  numbers,  627!-289;  book 
numbers  for  special  author  library, 
629'-3o2 

Special  author  library,  book  .num- 
bers for,  627* 

Stamping,  549' 

Time  numbers,  623 '-25* 


NEW   YORK   STATE    LIBRARY   BIBLIOGRAPHIES 

Mostly  original  bibliographies  presented  by  Library  School  students  as 
a  condition  of  graduation. 

Volume  i  cloth  $1.50,  lacking  no.  5;  unbound  $1.25,  lacking  no.  5,  15-17 
Bb  i  Guide  to  the  Study  of  J.  A.  M. Whistler.  i6p.  May  1895.  250. 
Bb  2-4  Colonial  New  England ;  Travel  in  North  America ;  History 

of  the  1 7th  Century.     Sop.     July  1897.     i$c. 

Bb  6-8  Japan;  Venice;  Out-of-door  Books.  64p.  Feb.  1898.  100. 
Bb  9-1 1  Netherlands ;  Renaissance  Art ;  History  of  Latter  Half  of 

1 5th  Century.     ia8p.     Ap.  1898.     i$c. 
Bb  12  Best  Books  of  1897.     28p.     June  1898.     [250] 
Bb  13  Fairy  Tales  for  Children.     3op.     June  1898.     [250] 
Bb  14  Index  to  Subject  Bibliographies  in  Library  Bulletins  to  Dec. 

31,  1897.     62p.     Aug.  1898.     xoc. 
Bb  18  Best  Books  of  1898.     28p.     May  1899.     $c. 
Bb  19  College  Libraries  in  the  United  States.    52p.    Dec.  1899.    loc. 
Bb  20  House  Decoration  and  Furnishing.     2op.     Dec.  1899.     ^c. 

Volume  2     cloth  $1.50;  unbound  $1.25 
Bb  21  Best  Books  of  1899.     28p.     May  1900.     $c. 
Bb  22  Domestic  Economy.     144?.     Jan.  1901.     i$c. 
Bb  23  Connecticut  Local  History.     114?.     Dec.  1900.     150. 
Bb  24  New  York  Colonial  History.     274p.     Feb.  1901. 
Bb  25  China  and  the  Far  East.     i22p.     Mar.  1901.     200. 
Bb  26-27  Frobel  and  the  Kindergarten;  Reading  List  for  Children's 

Librarians.     92p.     May  1901.     i$c.     Bb27  separately,  $c. 
Bb  28  Maine  Local  History.     i48p.     June  1901.     200. 
Bb  29  Best  Books  of  1900.     32p.     July  1901.     loc. 
Bb  30  Class  List  of  a  $500  Library  Recommended  for  Schools.  Ed.  3. 

82p.     July  1901.     i$c. 

Volume  3     soc  to  advance  subscribers 

Bb  31  Monopolies  and  Trusts  in  America.     38p.     Oct.  1901.     loc. 
Bb  32  Biography  for  Young  People.     6op.     Nov.  1901.     15^. 
Bb  33  French  Government  Serials.     72p.     Jan.  1902.     150. 
Bb  34  Best  Books  of  1901.     3Op.     June  1902.     loc. 
Bb  35  Best  Books  of  1902.     36p.     July  1903.     loc. 
Bb  36  Cataloguers  Reference  Books.     i86p.     Nov.  1903.     250. 
Bb  37  Best  Books  of  1903.     46p.     July  1904.     loc. 
Bb  38  Ethics.     36p.     Ap.  1905.     xoc. 

Manuscript  bibliographies.  The  following  bibliographies  are  available  in 
manuscript  for  consultation  in  the  library  or  may  be  lent  under  certain 
conditions. 

Phillips  Brooks.  Hawthorne.  Ben  Jonson.  Charles  Kingsley. 
Poems  on  Lincoln,  Grant,  Sherman  and  Sheridan.  J.  L.  Motley. 
R.  L.  Stevenson.  Charles  Sumner.  Bayard  Taylor.  John  Wesley. 
Members  of  A.  L.  A.  Lists  of  Books  for  Children.  Higher  Criticism 
of  the  Old  Testament.  Christian  Art.  Church  History.  Clubs  for 
Boys  and  Working  Girls.  Single  Tax.  Tramps  and  Vagrants. 
Municipal  Government.  Politics  and  Party  Government  in  New 
York  City.  New  Philanthropy.  Education  of  Women.  Index  to 
University  Extension  Periodicals.  English  Works  on  King  Arthur 
and  the  Round  Table.  Household  Economics.  Art  of  the  i7th 
Century.  Some  Famous  Cathedrals.  10  Popular  Paintings.  Pho- 
tography, 1880-98.  Wagnerian  Music  Drama.  Greek  and  Latin 
Plays  Produced  by  Schools,  Colleges  and  Universities  in  the  United 
States.  Cycling.  Angling,  1883-93.  Minor  American  Poetry, 
1860-97.  English  Literature  of  Later  i8th  Century.  Fiction  for 
Girls.  Russian  Realists.  Graded  List  of  History  and  Travel. 
English  and  American  Explorations  in  Africa  since  1824.  Litera- 
ture Relating  to  the  Hudson  River.  Adirondack  Mountains. 
Travels  West  of  the  Mississippi  prior  to  1855.  200  Books  in  Biog- 
raphy for  Popular  Library.  Josephine  and  the  Women  of  her 
Time.  History  of  the  i6th  Century.  Edinburgh.  Missouri  in  the 
Civil  War.  Maryland;  Colonial  and  Revolutionary  History.  Clas- 
sified Index  to  Library  Journal,  v.  1-12. 
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Ss  of  extension  teaching,  lecture  courses  ana  otner  agencies 
promoting  and  extending  more  widely  opportunities  and  facilit 
education  to  those  unable  to  attend  the  usual  ^a<^  institttti^s. 
The  most  potent  factors  in  this  work  are:  (i)  putting  the  best 
reading  and  pictures  within  reach  of  all  citizens  by  public  travel 
ing  house  and  home  libraries  and  annotated  booklists;  (a)  stimu- 
lating formation  of  study  clubs,  helping  on  programs,  and  lending 
books  and  pictures.     There  are  now  about  600  of  these  clubs  regis- 
tered as  doing  10  or  more  weeks  consecutive,  systematic  _ work  c 
some  approved  specific  subject;  (3)  the  aid  given  in  organizing  new 
and  increasing  efficiency  of  established  local  libraries  by  the  public 
libraries  section  through  which  the  State    yearly   expends 
$60  ooo  for  the  benefit  of  free  libraries.     This  section  is  devoted  to 
promoting  general  library  interests  of  the  State  and  in  all  prac- 
ticable ways  assisting   communities  willing  to   do  their  part  in 
providing  the  best  reading  for  their  citizens. 
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